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DEPARTMENT  OF  DEFENSE 
PRIVACY  ACT  OF  1974 
Notice  of  Systems  of  Records 
Following  are  the  systems  of  records  prescribed  by  the 
Privacy  Act  of  1974.  Any  omissions  due  to  oversight  will  be 
published  at  a  later  date. 

v  Public  comment  is  solicited  on  the  routine  use  portion  of 
the  notices,  and  should  be  submitted  by  September  17,  1975. 

MAURICE  W.  ROCHE 
Director 

Correspondence  and  Directives 
OASD  (Comptroller) 

8  August  1975 


PRIVACY  ACT  OF  1974 

On  December  31,  1974,  President  Ford  signed  Public  Law  93—579,  (88  Stat.  1896)  which  added  section  552a  to  title  5  of  the  United  States  Code. 
This  new  section  is  known  as  the  Privacy  Act  of  1974.  The  act  reasserts  the  fundamental  right  to  privacy  as  derived  from  the  Constitution  of  the 
United  States  and  provides  a  series  of  basic  safeguards  for  the  individual  to  prevent  the  misuse  of  personal  information  by  the  Federal  Government. 

The  Privacy  Act  provides  for  making  known  to  the  public  the  existence  and  characteristics  of  all  personal  information  systems  kept  by  every 
Federal  agency.  The  act  permits  an  individual  to  have  access  to  records  containing  personal  information  on  that  Individual  and  allows  the  individual 
to  control  the  transfer  of  that  information  to  other  Federal  agencies  for  nonroutine  uses.  The  act  also  requires  all  Federal  agencies  to  keep  accurate 
accountings  of  transfers  of  personal  records  to  other  agencies  and  outsiders,  and  to  make  the  accountings  available  to  the  individual.  The  act 
further  provides  for  civil  remedies  for  the  individual  whose  records  are  kept  or  used  in  contravention  of  the  requirements  of  the  act. 

The  Privacy  Act  also  requires  the  agencies  to  adopt  regulations  that  list  and  describe  routine  transfers  of  their  personal  records  and  to 
establish  procedures  for  access  to  and  amendment  of  such  records. 

Compilation 

The  Office  of  the  Federal  Register  is  required  to  publish  an  annual  compilation  of  all  Privacy  Act  rules  and  notices.  Although  the  compilation 
will  not  be  available  until  some  time  after  September  27,  1975,  readers  may  assemble  their  own  compilation  by  cummulating  Privacy  Act  material 
as  it  is  published.  To  facilitate  this,  all  Privacy  Act  notices  and  final  rules  will  be  published  in  separate  Parts  of  the  FEDERAL  REGISTER  which  may 
easily  be  detached  and  combined. 


DEPARTMENT  OF  DEFENSE  35783 


K700.06 

System  name:  Report  of  Defense  Related  Employment 

System  location:  Civilian  Personnel  Division,  Code  720,  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Headquarters,  Defense 
Communications  Agency  (DCA) 

Categories  of  individuals  covered  by  the  system:  Civilian  employees 
of  DCA  who  were  previously  employed  by  or  performed  services  for 
defense  prime  contractor. 

Categories  of  records  in  the  system:  Department  of  Defense  Form 
1787,  Report  of  Defense  Related  Employment  as  Required  by  Public 
Law  91-121  and  lists  of  civilian  employees  who  were  previously  em¬ 
ployed  by  or  performed  services  for  a  defense  prime  contractor. 

Authority  for  maintenance  of  the  system:  Public  Law  91-121,  section 
410. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Civilian  Per¬ 
sonnel  Division  staff  to  assure  that  applicable  DCA  civilian  em¬ 
ployees  submit  a  completed  DD  Form  1787  to  review  information  as 
submitted  for  the  possibility  of  a  violation  of  the  law  or  Department 
of  Defense  Directive,  and  to  transmit  a  composite  listing  by  em¬ 
ployee  name  and  defense  contractor  together  with  completed  DD 
Forms  1787  to  the  Assistant  Secretary  of  Defense  (Manpower  and 
Reserve  Affairs). 

Used  by  the  Assistant  Secretary  of  Defense  (Manpower  and 
Reserve  Affairs)  to  prepare  and  transmit  reports  to  the  President  of 
the  Senate  and  the  Speaker  of  the  House  of  Representatives. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Retrieved  by  employee  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared,  trained  and  their  duties  require  them  to 
be  in  the  area  where  records  are  maintained. 

Retention  and  disposal:  Records  are  retained  for  two  calendar  years 
and  subsequently  destroyed. 

System  manager!*)  and  address:  Office  of  the  Assistant  to  the 
Director  for  Personnel,  Code  700,  Headquarters,  DCA. 

Notification  procedure:  Requests  should  be  addressed  to  the  Chief, 
Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA.  The  in¬ 
dividual’s  full  name  and  office  code  to  which  assigned  will  be 
required  to  determine  if  the  system  contains  a  record  about  him  or 
her.  The  requestor  may  visit  the  Civilian  Personnel  Division,  Code 
720,  Headquarters,  DCA  to  obtain  information  on  whether  the 
system  contains  records  pertaining  to  him  or  her.  As  proof  of  identi¬ 
ty,  the  requestor  must  present  either  a  current  DCA  identification 
badge  or  a  driver’s  license. 

Record  access  procedures:  Contact  the  Chief,  Civilian  Personnel 
Division,  Code  720,  Headquarters,  DCA.  The  official  mailing  address 
is  in  the  Department  of  Defense  Directory  in  the  appendix  to  the 
Defense  Communications  Agency’s  systems  notice  and  should  be 
referenced  by  the  requestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Individual  employees  submitting  the  DD 
Form  1787. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K700.07 

System  name:  Employee  Record  File 

System  location:  Primary  System  -  Office  of  the  Director,  Chief  of 
Staff,  Chief  Scientist/ Associate  Director  for  Technology,  Deputy 
Directors,  Comptroller,  Assistants  to  the  Director  for  Administration 
and  Personnel,  Counsel,  Inspector  General,  Commercial  Communica¬ 
tions  Policy  Office,  Deputy  Manager,  National  Communications 
System  and  the  Defense  Communications  Agency  Operations  Center, 
Headquarters,  Defense  Communications  Agency  (DCA). 

Decentralized  Segments  -  Offices  of  the  Commander,  National 
Military  Command  System  Support  Center,  the  Pentagon,  Washing¬ 
ton,  D.C.;  Commander,  Joint  Technical  Support  Activity,  Reston, 
Virginia  and  Director,  Defense  Communications  Engineering  Center, 
Reston,  Virginia. 

Categories  of  individuals  covered  by  the  system:  Civilian  employees 
of  DCA  organizations  in  the  Washington  Metropolitan  Area. 


Categories  of  records  in  the  system:  Standard  Form  7B,  Employee 
Record  Card. 

Authority  for  maintenance  of  the  system:  Federal  Personnel  Manual, 
Supplement  293-31,  Subchapter  S7-2,  Employee  Record 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  operating  officials 
as  a  source  of  data  to  initiate  requests  for  personnel  actions,  to  plan 
and  schedule  employee  training  to  counsel  employees  on  their  per¬ 
formance,  to  establish  a  basis  for  proposing  commendations  or 
disciplinary  actions  and  to  carry  out  their  personnel  management 
responsibilities  in  general. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Vertical  File  Cards. 

Retrievability:  Information  is  accessed  and  retrieved  by  employee 
name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  area  accessible  only  to  authorized  personnel  who  are 
properly  screened  and  cleared  and  whose  duties  require  them  to  be  in 
the  area  where  records  are  maintained. 

Retention  and  disposal:  Records  are  not  permanent.  Cards  for  em¬ 
ployees  who  are  moving  within  the  Agency  are  sent  to  the  new 
operating  office;  Cards  of  employees  who  terminate  employment 
with  DCA  are  destroyed. 

System  managers)  and  address:  Office  of  the  Assistant  to  the 
Director  for  Personnel,  Code  700,  Headquarters,  DCA 

Notification  procedure:  Requests  should  be  addressed  to  the  em¬ 
ployee’s  supervisor.  The  individual’s  full  name  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her. 

Record  access  procedures:  The  individual  can  contact  his/her  super¬ 
visor  to  gain  access  to  the  record.  The  official  mailing  addresses  are 
in  the  Department  of  Defense  Directory  in  the  appendix  to  the 
Defense  Communications  Agency’s  systems  notice  and  should  be 
referenced  by  the  requestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Official  Personnel  Folder,  individual  em¬ 
ployees,  supervisors  of  employees,  official  personnel  actions,  civilian 
personnel  staff. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K700.08 

System  name:  USAF  CAREER  MOTIVATION  PROGRAM 

System  location:  Military  Personnel  Division,  Code  710,  Headquar¬ 
ters,  Defense  Communications  Agency  (DCA)  and  Field  Activities 
Administrative  Offices. 

Categories  of  individuals  covered  by  the  system:  Records  are  main¬ 
tained  on  enlisted  personnel  of  the  Air  Force  currently  assigned  to 
the  Defense  Communications  Agency. 

Categories  of  records  in  the  system:  Files  contain  personal  identifi¬ 
cation,  biographical  data,  and  record  of  all  career  motivation  and 
reenlistment  counselling. 

Authority  for  maintenance  of  the  system:  10  U.S.  Code  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  DCA  and  Air  Force  use  to 
provide  career  information  and  counseling  to  the  Air  Force  member 
and  his  family  to  enable  an  intelligent  career  decision. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  stored  in  file  folders  and  locked  in  filing 
cabinets. 

Retrievability:  Information  is  accessed  and  retrieved  by  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  area  which  is  accessible  only  to  authorized  personnel  that 
are  properly  screened,  cleared,  and  their  duties  require  them  to  be  in 
the  area  where  the  records  are  maintained. 

Retention  and  disposal:  Records  are  maintained  during  the  period 
of  assignment  of  Air  Force  enlisted  personnel  to  DCA  Headquarters 
and  Field  Activities  worldwide.  They  accompany  the  individual  air¬ 
man  upon  reassignment  from  the  Agency. 

System  manager!*)  and  address:  Assistant  to  the  Director  for  Per¬ 
sonnel,  Code  700,  Headquarters,  DCA  and  Commanders,  DCA  Field 
Activities. 
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Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Assistant  to  the  Director  for  Personnel,  Code  700, 
Headquarters,  DCA.  The  full  name,  rank,  and  social  security  number 
of  the  requesting  individual  will  be  required  to  determine  if  the 
system  has  a  record  about  the  individual.  The  requestor  may  visit  the 
Military  Personnel  Division,  Code  710,  Headquarters,  DCA  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to  the 
individual.  As  proof  of  identity  the  requestor  will  present  his  U.S. 
Armed  Forces  Identification  Card. 

Record  access  procedures:  For  personnel  assigned  to  DCA  Field 
Activities  request  should  be  addressed  to  the  appropriate  activity 
commander.  Contact  the  Assistant  to  the  Director  for  Personnel, 
Code  700,  Headquarters,  DCA  or  Commander  of  the  appropriate 
DCA  Field  Activity.  The  official  mailing  addresses  are  in  the  Depart¬ 
ment  of  Defense  Directory  in  the  appendix  to  the  Defense  Communi¬ 
cations  Agency’s  Systems  Notice  and  should  be  referenced  by  the 
requestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  from  the  SYSMANAGER 

Record  source  categories:  Basic  source  of  data  is  furnished  by  the 
Department  of  Air  Force  via  Air  Force  Form  173. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K700.09 

System  name:  603-02  Service  Record  Card  Files 

System  location:  Primary  System  -  Civilian  Personnel  Division, 
Code  720;  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DCA) 

Decentralized  Segements  -  Civilian  Personnel  Office,  B130,  Na¬ 
tional  Military  Command  System  Support  Center,  Defense  Communi¬ 
cations  Agency,  the  Pentagon,  Washington,  D.C.;  Civilian  Personnel 
Office,  R130,  Defense  Communications  Engineering  Center/Joint 
Technical  Support  Activity,  Reston,  Virginia  Civilian  Personnel  Of¬ 
fice,  14th  Naval  District,  4300  Radford  Drive,  Box  110,  Honolulu, 
Hawaii,  FPO  San  Francisco  96610  (for  DCA-PACIFIC);  Civilian  Per¬ 
sonnel  Office,  RUFLSIA,  Hqs,  SUPCOM,  AETSSUP-C-R,  Stutt¬ 
gart,  Germany,  APO  New  York  09154  (for  DCA-EUROPE);  Civilian 
Personnel  Office,  HDQS,  FT  CARSON  (ATTN:  AMNCA-CP),  Fort 
Carson,  Colorado  80913  (for  DCA  West  Hemisphere);  Civilian  Per¬ 
sonnel  Office,  Department  of  the  Air  Force,  375  Air  Base  Group 
(ATTN:  DPC),  Scott  Air  Force  Base,  Illinois  62225  (Defense  Com- 
mericial  Communications  Office). 

Categories  of  individuals  covered  by  the  system:  Civilian  employees 
or  former  civilian  employees  of  DCA  organizations. 

Categories  of  records  in  the  system:  File  contains  Standard  Form  7, 
Service  Record;  Standard  Form  7A,  Service  Record  Continuation; 
and  Standard  Form  7D,  Position  Identification  Strip 

Authority  for  maintenance  of  the  system:  Federal  Personnel  Manual, 
Supplement  293-31,  Subchapter  S2,  The  Service  Control  File 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  prescribed  by 
Civil  Service  Commission  regulations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Vertical  file  cards  in  metal  and  cardboard  containers. 

Retrievability:  Information  is  accessed  and  retrieved  by  name  and 
organizational  location. 

Safeguards:  Recoreds  are  maintained  in  area  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and  trained 
and  whose  duties  require  them  to  be  in  the  area  where  records  are 
maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  in  an  active  file  until  the  individuals  terminate  their  employ¬ 
ment  with  DCA;  held  for  five  additional  years  in  an  inactive  file  in 
DCA  and  then  transferred  to  Washington  National  Records  Center 
where  they  are  held  for  an  additional  ten  years  and  subsequently 
destroyed. 

System  manager(s)  and  address:  Primary  System  -  Office  of  the 
Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA 

Decentralized  Segments  -  Commander,  National  Military  Command 
System  Support  Center,  Code  B100,  the  Pentagon,  Washington, 
D.C.;  Commander,  Joint  Technical  Support  Activity,  Code  J100, 
Reston,  Virginia;  Director,  Defense  Communications  Engineering 
Center.  Code  R100,  Reston,  Virginia;  Commander,  DCA-Pacific; 
Commander,  DCA-Europe;  Commander,  DCA-  Western  Hemisphere; 
Commander,  Defense  Commercial  Communications  Office. 


Notification  procedure:  Information  may  be  obtained  from: 

Primary  Ststem  -  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA 
Decentralized  Segments  -  Commander,  National  Military  Command 
System  Support  Center,  Civilian  Personnel  Office,  Code  B130,  the 
Pentagon,  Washington,  D.C.;  Commander,  Joint  Technical  Support 
Activity,  -Civilian  Personnel  Office,  Code  R130,  Reston,  Virginia; 
Director,  Defense  Communications  Engineering  Center,  Code  R130, 
Reston,  Virginia;  Commander,  DCA-Pacific,  APO  San  Francisco 
96515;  Commander,  DCA-Europe,  APO  New  York  09131;  Com¬ 
mander,  DCA-Westem  Hemisphere,  Building  6286,  Fort  Carson, 
Colorado  80913;  Commander,  Defense  Commercial  Communications 
Office,  Scott  Air  Force  Base,  Illinois  62225. 

The  full  name  of  the  requesting  individual  will  be  required  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  her.  The  requestor 
may  visit  the  applicable  civilian  personnel  office  to  obtain  informa¬ 
tion  on  whether  the  system  contains  records  pertaining  to  him  or  her. 
As  proof  of  identity  the  requestor  must  present  either  a  current  DCA 
identification  badge  or  a  driver’s  liense. 

Record  access  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Civilian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA 
Decentralized  Segments  -  Contact  the  Commander,  National  Mili¬ 
tary  Command  System  Support  Center,  Civilian  Personnel  Office, 
Code  B130;  Commander,  Joint  Technical  Support  Activity;  Director, 
Defense  Communcations  Engineering  Center,  Code  R130;  Com¬ 
mander,  DCA-Pacific,  APO  San  Francisco  96515;  Commander,  DCA- 
Europe,  APO  New  York  09131;  Commander,  DCA-Westem  Hemi¬ 
sphere,  Building  6286,  Fort  Carson,  Colorado  80913;  Commander, 
Defense  Commercial  Communications  Office,  Scott  Air  Force  Base, 
Illinois  62225. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency’s 
systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Official  Personnel  Folder  Files 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K700.10 

System  name:  603-08  Annual  Classification  Maintenance  Review  File 
System  location:  Primary  System  -  Civilian  Personnel  Division, 
Code  720;  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency,  (DCA) 

Decentralized  Segments  -  Civilian  Personnel  Office,  B130,  National 
Military  Command  System  Support  Center,  Defense  Communications 
Agency,  the  Pentagon,  Washington,  D.C.;  Civilian  Personnel  Office, 
R130,  Defense  Communications  Engineering 
603-08  Annual  Classification  Maintenance  Review  File  Civilian  Per¬ 
sonnel  Office,  14th  Naval  District,  4300  Radford  Drive,  Box  110, 
Honolulu,  Hawaii,  FPO  San  Francisco  96610  (for  DCA-PACIFIC); 
Civilian  Personnel  Office,  RUFLSIA,  Hqs,  SUPCOM,  AETSSUP-C- 
R,  Stuttgart,  Germany,  APO  New  York  09154  (for  DCA-EUROPE); 
Civilian  Personnel  Office,  HDQS,  FT  CARSON  (ATTN:  AMNCA- 
CP),  Fort  Carson,  Colorado  80913  (for  DCA  West  Hemisphere); 
Civilian  Personnel  Office,  Department  of  the  Air  Force,  375  Air  Base 
Group  (ATTN:  DPC),  Scott  Air  Force  Base,  Illinois  62225  (Defense 
Commericial  Communications  Office). 

Categories  of  individuals  covered  by  the  system:  DCA  civilian  em¬ 
ployees. 

Categories  of  records  in  the  system:  File  contains  a  report  of  the  an¬ 
nual  classification  maintenance  review  by  individual  employee,  posi¬ 
tion  description  number,  position  title/series/grade 
Authority  for  maintenance  of  the  system:  Section  1310  of  the  Sup¬ 
plemental  Appropriation  Act,  1952  as  amended  (5  USC  3101,  Note) 
Whitten  Amendment 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Civilian  Personnel  or¬ 
ganizations  --  used  to  identify  positions  subject  to  the  annual  main¬ 
tenance  classification  review  and  to  take  appropriate  position  classifi¬ 
cation  action  for  positions  which  require  adjustments. 

Civilian  employees  and  supervisors-used  to  identify  the  need  for 
each  position  and  to  certify  the  accuracy  and  completeness  of  each 
officially  classified  position. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 
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Retrievability:  Retrieved  by  employee  name  and  position  descrip¬ 
tion  number. 

Safeguards:  Records  are  maintained  in  area  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and  trained 
and  whose  duties  require  them  to  be  in  the  area  where  records  are 
maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  in  active  file  for  two  calendar  years  and  then  destroyed. 

System  manager(s)  and  address:  Primary  System  •  Office  of  the 
Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA 

Decentralized  Segments  -  Commander,  National  Military  Command 
System  Support  Center,  Code  B100,  the  Pentagon,  Washington, 
D.C.;  Commander,  Joint  Technical  Support  Activity,  Code  J100, 
Reston,  Virginia;  Director,  Defense  Communications  Engineering 
Center,  Code  R100,  Reston,  Virginia;  Commander,  DCA-Pacific; 
Commander,  DC  A -Europe;  Commander,  DCA-  Western  Hemisphere; 
Commander,  Defense  Coiqmercial  Communications  Office. 

Notification  procedure:  Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Commander,  National  Military  Command 
System  Support  Center,  Civilian  Personnel  Office,  Code  B130,  the 
Pentagon,  Washington,  D.C.;  Commander,  Joint  Technical  Support 
Activity,  Civilian  Personnel  Office,  Code  R130,  Reston,  Virginia; 
Director,  Defense  Communications  Engineering  Center,  Code  R130, 
Reston,  Virginia;  Commander,  DCA-Pacific,  APO  San  Francisco 
96515;  Commander,  DCA-Europe,  APO  New  York  09131;  Com¬ 
mander,  DCA-Western  Hemisphere,  Building  6286,  Fort  Carson, 
Colorado  80913;  Commander,  Defense  Commercial  Communications 
Office,  Scott  Air  Force  Base,  Illinois  62225. 

The  full  name  of  the  requesting  individual  will  be  required  to  mine 
if  the  system  contains  a  record  about  him  or  her.  The  requestor  may 
visit  the  applicable  civilian  personnel  office  to  obtain  information  on 
whether  the  system  contains  records  pertaining  to  him  or  her.  As 
proof  of  identity  the  requestor  must  present  either  a  current  DCA 
identification  badge  or  a  driver’s  license. 

Record  access  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Civilian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Contact  the  Commander,  National  Mili¬ 
tary  Command  System  Support  Center,  Civilian  Personnel  Office, 
Code  B130;  Commander,  Joint  Technical  Support  Activity;  Director, 
Defense  Communications  Engineering  Center,  Code  R130;  Com¬ 
mander,  DCA-Pacific,  APO  San  Francisco  96515;  Commander,  DCA- 
Europe,  APO  New  York  09131;  Commander,  DCA-Western  Hemi¬ 
sphere,  Building  6286,  Fort  Carson,  Colorado  80913;  Commander, 
Defense  Commercial  Communications  Office,  Scott  Air  Force  Base, 
Illinois  62225. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency's 
systems  notice  and  should  be  referenced  by  the  rquestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Information  in  the  system  is  obtained 
from  the  Personnel  Management  Information  System,  Official 
Positon  Descriptions,  civilian  employees  and  their  supervisors,  and 
civilian  personnel  employees. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
v  K7M.il 

System  name:  602-18  Promotion  Register  and  Record  Files 

System  location:  Primary  System  •  Civilian  Personnel  Division, 
Code  720,  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DCA) 

Decentralized  Segments  -  Civilian  Personnel  Office,  B130,  National 
Military  Command  System  Support  Center,  Defense  Communications 
Agency,  the  Pentagon,  Washington,  D.C.;  Civilian  Personnel  Office, 
R130,  Defense  Communications  Engineering  Center/Joint  Technical 
Support  Activity,  Reston,  Virginia.  Civilian  Personnel  Office,  14th 
Naval  District,  4300  Radford  Drive,  Box  110,  Honolulu,  Hawaii, 
FPO  San  Francisco  96610  (for  DCA-PACIFIC);  Civilian  Personnel 
Office,  RUFLSIA,  Hqs,  SUPCOM,  AETSSUP-C-R,  Stuttgart,  Ger¬ 
many,  APO  New  York  09154  (for  DCA-EUROPE);  Civilian  Person¬ 
nel  Office,  HDQS,  FT  CARSON  (ATTN:  AMNCA-CP),  Fort  Car- 
son,  Colorado  80913  (for  DCA  West  Hemisphere);  Civilian  Personnel 


Office,  Department  of  the  Air  Force,  375  Air  Base  Group  (ATTN: 
DFC),  Scott  Air  Force  Base,  Illinois  62225  (Defense  Commericial 
Communications  Office). 

Categories  of  individuals  covered  by  the  system:  Candidates  who 
apply  for  job  vacancies  under  the  DCA  Civilian  Merit  Promotion 
Program 

Categories  of  records  in  the  system:  Each  job  vacancy  contains  the 
Job  Opportunity  Announcement,  the  list  of  candidates,  rating  sheets, 
evaluation  criteria  and  methods,  supervisory  appraisals,  DCA  Form 
237,  Eligibility  List,  supporting  documentation  from  promotion 
panels,  Supplemental  records  contain  DCA  Form  326,  Applicants 
Card  Record,  and  DCA  Form  289,  Placement  Follow-Up  Interview 
(Employee). 

Authority  for  maintenance  of  the  system:  Federal  Personnel  Manual, 
Chapter  335,  Promotion  and  Internal  Placement 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Civilian  Per¬ 
sonnel  Office  staffs  to  prepare  and  issue  Job  Opportunity  Announce¬ 
ments;  evaluate  candidates’  qualifications  and  develop  promotion 
certificates  in  coordination  with  promotion  panels  and  supervisors, 
notify  candidates  of  selection  or  nonselection,  monitor  the  DCA 
Civilian  Merit  Promotion  Program,  and  to  otherwise  complete  and 
document  merit  promotion  actions. 

Used  by  supervisors  and  members  of  promotion  panels  to  evaluate 
candidates,  interview  candidates  and  to  notify  the  Civilian  Personnel 
Office  staffs  when  selections  are  made. 

Used  by  Department  of  Defense  and  Civil  Service  Commission  in¬ 
spectors  to  review  promotion  actions  for  compliance  with  merit 
promotion  policy. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  information  is  accessed  and  retrieved  by  employee 
name  and  Job  Opportunity  Announcement  Number. 

Safeguards:  Records  are  maintained  in  area  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and  trained 
and  whose  duties  require  them  to  be  in  the  area  where  records  are 
maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  in  active  file  for  two  calendar  years  and  subsequently 
destroyed. 

System  managers)  and  address:  Primary  System  -  Office  of  the 
Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
Defense  Communications  Agency 

Decentralized  Segments  -  Commander,  National  Military  Command 
System  Support  Center,  Code  B100,  The  Pentagon,  Washington, 
D.C.;m  Commander,  Joint  Technical  Support  Activity,  Code  J100, 
Reston,  Virginia;  Director,  Defense  Communications  Engineering 
Center,  Code  R100,  Reston,  Virginia;  Commander,  DCA-Pacific; 
Commander,  DCA-Europe;  Commander,  DCA-  Western  Hemisphere; 
Commander,  Defense  Commercial  Communications  Office. 

Notification  procedure:  Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  Civilian  Personnel  Division,  Code  720,  Headquarters, 
Defense  Communications  Agency 

Decentralized  Segments  -  Commander,  National  Military  Command 
System  Support  Center,  Civilian  Personnel  Office,  Code  B130,  the 
Pentagon,  Washington,  D.C.;  Commander,  Joint  Technical  Support 
Activity,  Civilian  Personnel  Office,  Code  R130,  Reston,  -Virginia; 
Director,  Defense  Communications  Engineering  Center,  Code  R130, 
Reston,  Viiginia;  Commander,  DCA-Pacific,  APO  San  Francisco 
96515;  Commander,  DCA-Europe,  APO  New  York  09131;  Com¬ 
mander,  DCA-Western  Hemisphere,  Building  6286,  Fort  Carson, 
Colorado  80913;  Commander,  Defense  Commercial  Communications 
Office,  Scott  Air  Force  Base,  Illinois  62225. 

The  full  name  of  the  requesting  individual  will  be  required  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  her.  The  requestor 
may  visit  the  applicable  civilian  personnel  office  to  obtain  informa¬ 
tion  on  whether  the  system  contains  records  pertaining  to  him  or  her. 
As  proof  of  identity  the  requestor  must  present  either  a  current  DCA 
identification  badge  or  a  driver’s  license. 

Record  access  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Civilian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  Defense  Communications  Agency 

Decentralized  Segments  •  Contact  the  Commander,  National  Mili¬ 
tary  Command  System  Support  Center,  Civilian  Personnel  Office, 
Code  B130;  Commander,  Joint  Technical  Support  Activity  ;  Director, 
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Defense  Communications  Engineering  Center,  Code  R130;  Com¬ 
mander,  DC  A -Pacific,  APO  San  Francisco  96515;  Commander,  DCA- 
Europe,  APO  New  York  09131;  Commander,  DCA- Western  Hemi¬ 
sphere,  Building  6286,  Fort  Carson,  Colorado  80913;  Commander, 
Defense  Commercial  Communications  Office,  Scott  Air  Force -Base, 
Illinois  62225. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency’s 
systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Job  application  from  individuals,  current 
and  former  supervisory  appraisals.  Official  Personnel  Folder,  promo¬ 
tion  panels  and  civilian  personnel  office  staff,  selecting  officials. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K700.I2 

System  name:  602-10  Civil  Service  Certificate  Files 

System  location:  Primary  System  -  Civilian  Personnel  Division, 
Code  720;  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DCA) 

Decentralized  Segments  -  Civilian  Personnel  Office,  B130,  National 
Military  Command  System  Support  Center,  Defense  Communications 
Agency,  the  Pentagon,  Washington,  D.C.;  Civilian  Personnel  Office, 
R130,  Defense  Communications  Engineering  Center/Joint  Technical 
Support  Activity,  Reston,  Virginia,  Civilian  Personnel  Office,  14th 
-  Naval  District,  4300  Radford  Drive,  Box  110,  Honolulu,  Hawaii, 
FPO  San  Francisco  96610  (for  DCA-PACIFIC);  Civilian  Personnel 
Office,  RUFLSLA,  Hqs,  SUPCOM,  AETSSUP-C-R,  Stuttgart,  Ger¬ 
many,  APO  New  York  09154  (for  DCA-EUROPE);  Civilian  Person¬ 
nel  Office,  HDQS,  FT  CARSON  (ATTN:  AMNCA-CP),  Fort  Car- 
son,  Colorado  80913  (for  DCA  West  Hemisphere);  Civilian  Personnel 
Office,  Department  of  the  Air  Force,  375  Air  Base  Group  (ATTN: 
DPC),  Scott  Air  Force  Base,  Illinois  62225  (Defense  Commericial 
Communications  Office). 

Categories  of  individuals  covered  by  the  system:  Applicants  who  are 
eligible  for  competitive  appointments  from  Civil  Service  Commission 
registers  to  positions  in  DCA  organizations. 

Categories  of  records  in  the  system:  File  contains  copies  erf  Stan¬ 
dard  Form  39,  Request  for  Certification,  Civil  Service  Commission 
Form  1844,  Certificates  of  Eligibles,  Civil  Service  Commission  Form 
2934,  Statement  of  Reasons  for  Passing  Over  and  Preference  EUgible 
and  Selecting  a  Nonpreference  Eligible,  Civil  Service  Commission 
Form  775,  Authority  to  Examine  and  Appoint  Under  Open  Examina¬ 
tion,  and  related  correspondence  supporting  the  action. 

Authority  for  maintenance  of  the  system:  Federal  Personnel  Manual, 
Chapter  332,  Recruitment  and  Selection  Through  Comptetitive  Ex¬ 
amination. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  prescribed  by 
Civil  Service  Commission  regulations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Information  is  accessed  and  retrieved  by  position 
title  and  position  description  number. 

Safeguards:  Records  are  maintained  in  area  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and  trained 
and  whose  duties  require  them  to  be  in  the  area  where  records  are 
maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  for  two  calendar  years  and  subsequently  destroyed. 

System  managers)  and  address:  Primary  System  -  Office  of  the 
Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA. 

Decentralized  Segments  -  Commander,  National  Military  Command 
System  Support  Center,  Code  B100,  the  Pentagon,  Washington, 
D.C.;  Commander,  Joint  Technical  Support  Activity,  Code  J100, 
Reston,  Virginia;  Director,  Defense  Communications  Engineering 
Center,  Code  R100,  Reston,  Virginia;  Commander,  DCA-Pacific; 
Commander,  DCA-Europe;  Commander,  DCA-  Western  Hemisphere; 
Commander,  Defense  Commercial  Communications  Office. 

Notification  procedure:  Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA 


Decentralized  Segments  -  Commander,  National  Military  Command 
System  Support  Center,  Civilian  Personnel  Office,  Code  B130,  the 
Pentagon,  Washington,  D.C.;  Commander,  Joint  Technical  Support 
Activity,  Civilian  Personnel  Office,  Code  R130,  Reston,  Virginia; 
Director,  Defense  Communications  Engineering  Center,  Code  R130, 
Reston,  Virginia;  Commander,  DCA-Pacific,  APO  San  Francisco 
96515;  Commander,  DCA-Europe,  APO  New  York  09131;  Com¬ 
mander,  DCA-Western  Hemisphere,  Building  6286,  Fort  Carson, 
Colorado  80913;  Commander,  Defense  Commercial  Communications 
Office,  Scott  Air  Force  Base,  Illinois  62225. 

The  full  name  of  the  requesting  individual  will  be  required  to  detet- 
mine  if  the  system  contains  a  record  about  him  or  her.  The  requestor 
may  visit  the  applicable  civilian  personnel  office  to  obtain  informa¬ 
tion  on  whether  the  system  contains  records  pertaining  to  him  or  her. 
As  proof  of  identity  the  requestor  must  present  either  a  current  DCA 
identification  badge  or  a  driver’s  license. 

Record  access  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Civilian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Contact  the  Commander,  National  Mili¬ 
tary  Command  System  Support  Center,  Civilian  Personnel  Office, 
Code  B130;  Commander,  Joint  Technical  Support  Activity;  Director, 
Defense  Communications  Engineering  Center,  Code  R130;  Com¬ 
mander,  DCA-Pacific,  APO  San  Francisco  96515;  Commander,  DCA- 
Europe,  APO  New  York  09131;  Commander,  DCA-Western  Hemi¬ 
sphere,  Building  6286,  Fort  Carson,  Colorado  80913;  Commander, 
Defense  Commercial  Communications  Office,  Scott  Air  Force  Base, 
Illinois  62225. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency’s 
systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Civil  Service  Commission  certificates  of 
eligibles  and  reports  of  action  taken  on  certificates  of  eligibles. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K700.13 

System  name:  602-26  Retention  Register  Files  (Reduction-in-Force) 

System  location:  Primary  System  •  Civilian  Personnel  Division, 
Code  720;  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DCA) 

Decentralized  Segments  -  Civilian  Personnel  Office,  B130,  National 
Military  Command  System  Support  Center,  Defense  Communications 
Agency,  the  Pentagon,  Washington,  D.C.;  Civilian  Personnel  Office, 
R130,  Defense  Communications  Engineering  Center/  Joint  Technical 
Support  Activity,  Reston,  Virginia  Civilian  Personnel  Office,  14th 
Naval  District,  4300  Radford  Drive,  Box  110,  Honolulu,  Hawaii, 
FPO  San  Francisco  96610  (for  DCA-PACIFIC);  Civilian  Personnel 
Office,  RUFLSLA,  Hqs,  SUPCOM,  AETSSUP-C-R,  Stuttgart,  Ger¬ 
many,  APO  New  York  09154  (for  DCA-EUROPE);  Civilian  Person¬ 
nel  Office,  HDQS,  FT  CARSON  (ATTN:  AMNCA-CP),  Fort  Car- 
son,  Colorado  80913  (for  DCA  West  Hemisphere);  Civilian  Personnel 
Office,  Department  of  the  Air  Force,  375  Air  Base  Group  (ATTN: 
DPC),  Scott  Air  Force  Base,  Illinois  62225  (Defense  Commericial 
Communications  Office). 

Categories  of  individuals  covered  by  the  system:  Civilian  employees 
of  organizations  who  compete  during  a  Reduction-In-Force  (RIF); 
civilian  employees  who  receive  a  RIF  notice  and  are  eligible  for  re¬ 
gistration  in  the  Department  of  Defense  Program  for  Stability  of 
Civilian  Employment  and  the  Civil  Service  Commission  Displaced 
Employee  Program  and  the  Reemployment  Priority  List. 

Categories  of  records  in  the  system:  File  contains  copies  of  Reten¬ 
tion  Registers  and  Reduction-in-Force  Notices,  Civil  Service  Com¬ 
mission  Displaced  Employee  Program  Registration;  Department  of 
Defense  Form  1817,  Program  for  Stability  of  Civilian  Employment 
Registration;  Reemployment  Priority  List,  Qualifications  Appraisal. 

Authority  for  maintenance  of  the  system:  Federal  Personnel  Manual, 
Chapter  351,  Reduction-in-Force 

Department  of  Defense  Directive  1400.20,  Program  for  Stability  of 
Civilian  Employment  in  the  Department  of  Defense 

Department  of  Defense  Program  for  Stability  of  Civilian  Employ¬ 
ment  Policies,  Procedures  and  Programs  Manual,  DoD  1400.20-1 -m. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  prescribed  by 
Civil  Service  Commission  and  Department  of  Defense  regulations. 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  qrtem: 

Storage:  Paper  records  in  file  folders  and  computer  printout  of  Re¬ 
tention  Registers. 

Retrkvability:  Information  is  accessed  and  retrieved  by  name. 

Safeguards:  Records  are  maintained  in  area  accessible  only  to 
authorized  personnel  who  are  properly  ■  screened  and  cleared  and 
whose  duties  require  them  to  be  in  the  area  where  records  are  main¬ 
tained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  for  five  years  and  subsequently  destroyed. 

System  managers)  and  address:  Primary  System  -  Office  of  the 
Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA. 

Decentralized  Segments  -  Commander,  National  Military  Command 
System  Support  Center,  Code  B100,  the  Pentagon,  Washington, 
D.C.;  Commander,  Joint  Technical  Support  Activity,  Code  J100, 
Reston,  Virginia;  Director,  Defense  Communications  Engineering 
Center,  Code  R100,  Reston,  Virginia;  Commander,  DCA-Pacific; 
Commander,  DCA-Europe;  Commander,  DCA-  Western  Hemisphere; 
Commander,  Defense  Commercial  Communications  Office. 

Notification  procedure:  Information  may  be  obtained  from; 

Primary  System  •  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  •  Commander,  National  Military  Command 
System  Support  Center,  Civilian  Personnel  Office,  Code  B130,  the 
Pentagon,  Washington,  D.C.;  Commander,  Joint  Technical  Support 
Activity,  Civilian  Personnel  Office,  Code  R130,  Reston,  Virginia; 
Director,  Defense  Communications  Engineering  Center,  Code  R130, 
Reston,  Virginia;  Commander,  DCA-Pacific,  APO  San  Francisco 
96515;  Commander,  DCA-Europe,  APO  New  York  09131;  Com¬ 
mander,  DCA-Western  Hemisphere,  Building  6286,  Fort  Carson, 
Colorado  80913;  Commander,  Defense  Commercial  Communications 
Office,  Scott  Air  Force  Base,  Illinois  62225. 

The  full  name  of  the  requesting  individual  will  be  required  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  her.  The  requestor 
may  visit  the  applicable  civilian  personnel  office  to  obtain  informa¬ 
tion  on  whether  the  system  contais  records  pertaining  to  him  or  her. 
As  proof  of  identity  the  requestor  must  present  either  a  current  DCA 
identification  badge  or  a  driver’s  license. 

Record  access  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Civilian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Contact  the  Commander,  National  Mili¬ 
tary  Command  System  Support  Center,  Civilian  Personnel  Office, 
Code  B130;  Commander,  Joint  Technical  Support  Activity;  Director, 
Defense  Communications  Engineering  Center,  Code  R130;  Com¬ 
mander,  DCA-Pacific,  APO  San  Francisco  96515;  Commander,  DCA- 
Europe,  APO  New  York  09131;  Commander,  DCA-Western  Hemi¬ 
sphere,  Building  6286,  Fort  Canon,  Colorado  80913;  Commander, 
Defense  Commercial  Communications  Office,  Scott  Air  Force  Base, 
Illinois  62225. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency’s 
systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Official  Personnel  Folder,  computer  prin¬ 
tout  of  retention  register,  DCA  management,  individual  employees 
and  supervisors,  civilian  personnel  office  staff,  official  position 
description,  Civil  Service  Commission,  Department  of  Defense. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K700.14 

System  name:  Priority  Repromotion  Eligibles  File 

System  location:  Primary  System  -  Civilian  Personnel  Division, 
Code  720;  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DCA) 

Decentralized  Segments  -  Civilian  Personnel  Office,  B130,  National 
Military  Command  System  Suppoh  Center,  Defense  Communications 
Agency,  the  Pentagon,  Washington,  D.C.;  Civilian  Personnel  Office, 
R130,  Defense  Communications  Engineering  Center/Joint  Technical 
Support  Activity,  Reston,  Virginia;  Civilian  Personnel  Office,  14th 
Naval  District,  4300  Radford  Drive,  Box  110,  Honolulu,  Hawaii, 
FPO  San  Francisco  96610  (for  DCA-PACIFIC);  Civilian  Personnel 
Office,  RUFLSIA,  Hqs,  SUPCOM,  AETSSUP-C-R,  Stuttgart,  Ger¬ 


many,  APO  New  York  09154  (for  DCA-EUROPE);  Civilian  Person¬ 
nel  Office,  HDQS,  FT  CARSON  (ATTN:  AMNCA-CP),  Fort  Car- 
son,  Colorado  80913  (for  DCA  West  Hemisphere);  Civilian  Personnel 
Office,  Department  of  the  Air  Force,  375  Air  Base  Group  (ATTN: 
DPC),  Scott  Air  Force  Base,  Illinois  62225  (Defense  Commericial 
Communications  Office). 

Categories  of  individuals  covered  by  the  system:  Civilian  employees 
assigned  to  DCA  organizations  who  were  demoted  without  cause  and 
are  entitled  to  special  considerations  for  repromotion. 

Categories  of  records  in  the  system:  File  contains  a  listing  by  name 
of  civilian  employees  who  are  repromotion  eligibles,  selected  infor¬ 
mation  concerning  the  employees  current  position,  positions  for 
which  he/she  is  qualified  and  action  taken  for  each  employee. 

Authority  for  maintenance  of  the  system:  Federal  Personnel  Manual 
Chapter  335,  Promotion  and  Internal  Placement. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  civilian  per¬ 
sonnel  staff  to  screen  the  list  of  repromotion  eligibles  to  identify  em¬ 
ployees  who  are  quaified  for  vacant  positions  and  to  maintain  a 
record  of  action  taken  for  each  referred  employee. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  filed  in  loose  leaf  folder. 

Retrievability:  Information  is  accessed  and  retrieved  by  name 

Safeguards:  Records  are  maintained  in  area  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and  trained 
and  whose  duties  require  them  to  be  in  the  area  where  records  are 
maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  until  the  individual  is  repromoted  to  previously  held  grade  or 
terminates  employment  with  DCA  and  subsequently  destroyed. 

System  managerfs)  and  address:  Primary  System  -  Office  of  the 
Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA. 

Decentralized  Segments  >  Commander,  National  Military  Command 
System  Support  Center,  Code  B100,  the  Pentagon,  Washington, 
D.C.;  Commander,  Joint  Technical  Support  Activity,  Code  J100, 
Reston,  Virginia;  Director,  Defense  Communications  Engineering 
Center,  Code  R100,  Reston,  Virginia;  Commander,  DCA-Pacific; 
Commander,  DCA-Europe;  Commander,  DCA-  Western  Hemisphere; 
Commander,  Defense  Commercial  Communications  Office. 

Notification  procedure:  Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  •  Commander,  National  Military  Command 
System  Support  Center,  Civilian  Personnel  Office,  Code  B130,  the 
Pentagon,  Washington,  D.C.;  Commander,  Joint  Technical  Support 
Activity,  Civilian  Personnel  Office,  Code  R130,  Reston,  Virginia; 
Director,  Defense  Communications  Engineering  Center,  Code  R130, 
Reston,  Virginia;  Commander,  DCA-Pacific,  APO  San  Francisco 
96515;  Commander,  DCA-Europe,  APO  New  York  09131;  Com¬ 
mander,  DCA-Western  Hemisphere,  Building  6286,  Fort  Carson, 
Colorado  80913;  Commander,  Defense  Commercial  Communications 
Office,  Scott  Air  Force  Base,  Illinois  62225. 

The  full  name  of  the  requesting  individual  will  be  required  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  her.  The  requestor 
may  visit  the  applicable  civilian  personnel  office  to  obtain  informa¬ 
tion  on  whether  the  system  contais  records  pertaining  to  him  or  her. 
As  proof  of  identity  the  requestor  must  present  either  a  current  DCA 
identification  badge  or  a  driver’s  license. 

Record  access  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Civilian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Contact  the  Commander,  National  Mili¬ 
tary  Command  System  Support  Center,  Civilian  Personnel  Office, 
Code  B130;  Commander,  Joint  Technical  Support  Activity;  Director, 
Defense  Communications  Engineering  Center,  Code  R130;  Com¬ 
mander,  DCA-Pacific,  APO  San  Francisco  96515;  Commander,  DCA- 
Europe,  APO  New  York  09131;  Commander,  DCA- Western  Hemi¬ 
sphere,  Building  6286,  Fort  Carson,  Colorado  80913;  Commander, 
Defense  Commercial  Communications  Office,  Scott  Air  Force  Base, 
Illinois  62225. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency’s 
systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina- 
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tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Names  of  individuals  in  the  system  and 
supporting  information  are  identified  by  the  civilian  personnel  staff 
from  the  Official  Personnel  Folder. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K700.15 

System  name:  603-05  Chronological  Journal  Files 

System  location:  Primary  System  -  Civilian  Personnel  Division, 
Code  720;  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DCA) 

Decentralized  Segments  -  Civilian  Personnel  Office,  B130,  National 
Military  Command  System  Support  Center,  Defense  Communications 
Agency,  the  Pentagon,  Washington,  D.C.;  Civilian  Personnel  Office, 
R130,  Defense  Communications  Engineering  Center/  Joint  Technical 
Support  Activity,  Reston,  Virginia  Civilian  Personnel  Office,  14th 
Naval  District,  4300  Radford  Drive,  Box  110,  Honolulu,  Hawaii, 
FPO  San  Francisco  96610  (for  DCA-PACIFIC);  Civilian  Personnel 
Office,  RUFLSIA,  Hqs,  SUPCOM,  AETSSUP-C-R,  Stuttgart,  Ger¬ 
many,  APO  New  York  09154  (for  DCA-EUROPE);  Civilian  Person¬ 
nel  Office,  HDQS,  FT  CARSON  (ATTN:  AMNCA-CP),  Fort  Car- 
son,  Colorado  80913  (for  DCA  West  Hemisphere);  Civilian  Personnel 
Office,  Department  of  the  Air  Force,  375  Air  Base  Group  (ATTN: 
DPC),  Scott  Air  Force  Base,  Illinois  62225  (Defense  Commericial 
Communications  Office). 

Categories  of  individuals  covered  by  the  system:  Civilian  employees 
or  former  civilian  employees  of  DCA  organizations  for  whom  a  per¬ 
sonnel  action  affecting  their  employment  with  DCA  was  processed 
within  the  last  two  calendar  years. 

Categories  of  records  in  the  system:  File  contains  copies  of  Stan¬ 
dard  Form  50,  Notification  of  Personnel  Action,  Standard  Form  50A, 
Notice  of  Short  Term  Employment  and  list  forms  used  in  lieu  of 
Standard  Form  50. 

Authority  for  maintenance  of  the  system:  Federal  Personnel  Manual, 
Supplement  239-31,  Subchapter  S3,  The  Chronological  Journal  File 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  prescribed  by 
Civil  Service  Commission  regulations 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  filed  in  three-ring  binders. 

Retrievability:  Information  is  accessed  and  retrieved  by  name  or 
type  of  personnel  action. 

Safeguards:  Records  are  maintained  in  area  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and  trained 
and  whose  duties  require  them  to  be  in  the  area  where  records  are 
maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  for  two  calendar  years  and  subsequently  destroyed. 

System  managers)  and  address:  Primary  System  -  Office  of  the 
Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA 

Decentralized  Segments  -  Commander,  National  Military  Command 
System  Support  Center,  Code  B100,  the  Pentagon,  Washington, 
D.C.;  Commander,  Joint  Technical  Support  Activity,  Code  J100, 
Reston,  Virginia;  Director,  Defense  Communications  Engineering 
Center,  Code  R100,  Reston,  Virginia;  Commander,  DCA-Pacific; 
Commander,  DCA-Europe;  Commander,  DCA-  Western  Hemisphere; 
Commander,  Defense  Commercial  Communications  Office. 

Notification  procedure:  Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Commander,  National  Military  Command 
System  Support  Center,  Civilian  Personnel  Office,  Code  B130,  the 
Pentagon,  Washington,  D.C.;  Commander,  Joint  Technical  Support 
Activity,  Civilian  Personnel  Office,  Code  R130,  Reston,  Virginia; 
Director,  Defense  Communications  Engineering  Center,  Code  R130, 
Reston,  Virginia;  Commander,  DCA-Pacific,  APO  San  Francisco 
96515;  Commander,  DCA-Europe,  APO  New  York  09131;  Com¬ 
mander,  DCA-Westem  Hemisphere,  Building  6286,  Fort  Carson, 
Colorado  80913;  Commander,  Defense  Commercial  Communications 
Office,  Scott  Air  Force  Base,  Illinois  62225. 

The  full  name  of  the  requesting  individual  will  be  required  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  her.  The  requestor 
may  visit  the  applicable  civilian  personnel  office  to  obtain  informa¬ 
tion  on  whether  the  system  contains  records  pertaining  to  him  or  her. 


As  proof  of  identity  the  requestor  must  present  either  a  current  DCA 
identification  badge  or  a  driver’s  license. 

Record  access  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Civilian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Contact  the  Commander,  National  Mili¬ 
tary  Command  System  Support  Center,  Civilian  Personnel  Office, 
Code  B130;  Commander,  Joint  Technical  Support  Activity;  Director, 
Defense  Communications  Engineering  Center,  Code  R130;  Com¬ 
mander,  DCA-Pacific,  APO  San  Francisco  96515;  Commander,  DCA- 
Europe,  APO  New  York  09131;  Commander,  DCA-Westem  Hemi¬ 
sphere,  Building  6286,  Fort  Carson,  Colorado  80913;  Commander, 
Defense  Commercial  Communications  Office,  Scott  Air  Force  Base, 
Illinois  62225. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency's 
systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual,  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Official  Personnel  Folder  Files,  official 
position  description,  individual  employees,  supervisors  of  employees, 
civilian  personnel  staff  members,  and  Civil  Service  Commission. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K700.I6 

System  name:  Classification  Appeals  File 

System  location:  Primary  System  -  Civilian  Personnel  Division, 
Code  720;  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DCA) 

Decentralized  Segments  -  Civilian  Personnel  Office,  B130,  National 
Military  Command  System  Support  Center,  Defense  Communications 
Agency,  the  Pentagon,  Washington,  D.C.;  Civilian  Personnel  Office, 
R130,  Defense  Communications  Engineering  Center/Joint  Technical 
Support  Activity,  Reston,  Virginia  Civilian  Personnel  Office,  14th 
Naval  District,  4300  Radford  Drive,  Box  110,  Honolulu,  Hawaii, 
FPO  San  Francisco  96610  (for  DCA-PACIFIC);  Civilian  Personnel 
Office,  RUFLSIA,  Hqs,  SUPCOM,  AETSSUP-C-R,  Stuttgart,  Ger¬ 
many,  APO  New  York  09154  (for  DCA-EUROPE);  Civilian  Person¬ 
nel  Office,  HDQS,  FT  CARSON  (ATTN:  AMNCA-CP),  Fort  Car- 
son,  Colorado  80913  (for  DCA  West  Hemisphere);  Civilian  Personnel 
Office,  Department  of  the  Air  Force,  375  Air  Base  Group  (ATTN: 
DPC),  Scott  Air  Force  Base,  Illinois  62225  (Defense  Commericial 
Communications  Office). 

Categories  of  individuals  covered  by  the  system:  Civilian  employees 
of  DCA  who  appeal  a  position  classification  action  to  the  Agency; 
civilian  employees  who  appeal  a  classification  action  to  the  Civil  Ser¬ 
vice  Commission  and  Agency  appeals  to  the  Civil  Service  Commis¬ 
sion. 

Categories  of  records  in  the  system:  Official  position  description  of 
the  employee  and  the  supervisor  evaluation  statements,  organiza¬ 
tional  charts,  employee/ supervisor  statements  concerning  complete¬ 
ness  and  accuracy  of  the  position  description  and  related  correspon¬ 
dence. 

Authority  for  maintenance  of  the  system:  Federal  Personnel  Manual, 
Chapter  511,  Classification  Under  the  General  Schedule;  Chapter 
532,  Coordinated  Federal  Wage  System 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  civilian  per¬ 
sonnel  office  staff  to  process  classification  appeals  and  render  clas¬ 
sification  decisions;  to  advise  employees  of  classification  decisions; 
to  submit  information  concerning  employee  and  agency  appeals  to 
the  Civil  Service  Commission;  and  as  a  reference  document  for  fu¬ 
ture  classification  actions. 

Used  by  the  Civil  Service  Commission  to  process  classification  ap¬ 
peals  and  to  notify  the  agency  and  employees  of  classification  deci¬ 
sions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Information  is  accessed  and  retrieved  by  employee 
name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  area  accessible  only  to  authorized  personnel  who  are 
properly  screened  and  cleared  and  whose  duties  require  them  to  be  in 
the  area  where  records  are  maintained. 
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Retention  and  disposal:  Records  are  not  permanent.  They  are 
destroyed  when  obsolete. 

System  managers)  and  address:  Primary  System  -  Office  of  the 
Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DC  A. 

Decentralized  Segments  -  Commander,  National  Military  Command 
System  Support  Center,  Code  B100,  the  Pentagon,  Washington, 
D.C.;  Commander,  Joint  Technical  Support  Activity,  Code  J100, 
Reston,  Virginia;  Director,  Defense  Communications  Engineering 
Center,  Code  R100,  Reston,  Virginia;  Commander,  DCA-Pacific; 
Commander,  DCA-Europe;  Commander,  DCA-  Western  Hemisphere; 
Commander,  Defense  Commercial  Communications  Office. 

Notification  procedure:  Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for  Per- 
sonne.  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  •  Commander,  National  Military  Command 
System  Support  Center,  Civilian  Personnel  Office,  Code  B130,  the 
Pentagon,  Washington,  D.C.;  Commander,  Joint  Technical  Support 
Activity,  Civilian  Personnel  Office,  Code  R130,  Reston,  Virginia; 
Director,  Defense  Communications  Engineering  Center,  Code  R130, 
Reston,  Virginia;  Commander,  DCA-Pacific,  APO  San  Francisco 
96515;  Commander,  DCA-Europe,  APO  New  York  09131;  Com¬ 
mander,  DC  A- Western  Hemisphere,  Building  6286,  Fort  Carson, 
Colorado  80913;  Commander,  Defense  Commercial  Communications 
Office,  Scott  Air  Force  Base,  Illinois  6222S. 

The  full  name  of  the  rquesting  individual  will  be  required  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  her.  The  requestor 
may  visit  the  applicable  civilian  personnel  office  to  obtain  informa¬ 
tion  on  whether  the  system  contains  records  pertaining  to  him  or  her. 
As  proof  of  identity  the  requestor  must  present  either  a  current  DCA 
identification  badge  or  a  driver’s  license. 

Record  access  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Civilian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Contact  the  Commander,  National  Mili¬ 
tary  Command  System  Support  Center,  Civilian  Personnel  Office, 
Code  B130;  Commander,  Joint  Technical  Support  Activity;  Director, 
Defense  Communications  Engineering  Center,  Code  R130;  Com¬ 
mander,  DCA-Pacific,  APO  San  Francisco  96515;  Commander,  DCA- 
Europe,  APO  New  York  09131;  Commander,  DCA-Westem  Hemi¬ 
sphere,  Building  6286,  Fort  Carson,  Colorado  80913;  Commander, 
Defense  Commercial  Communications  Office,  Scott  Air  Force  Base, 
Illinois  62225. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency’s 
systems  notice  and  should  be  referenced  by  the  rquestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Civilian  personnel  office  employees, 
DCA  management  officials  appellant  and  their  supervisors,  and  Civil 
Service  Commission. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K700.17 

System  name:  603-01  Official  Personnel  Folder  Files  (Standard  Form 
66) 

System  location:  Primary  System  -  Civilian  Personnel  Division, 
Code  720;  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DCA) 

Decentralized  Segments  •  Civilian  Personnel  Office,  B130,  National 
Military  Command  System  Support  Center,  Defense  Communications 
Agency,  the  Pentagon,  Washington,  D.C.;  Civilian  Personnel  Office, 
R130,  Defense  Communications  Engineering  Center/Joint  Technical 
Support  Activity,  Reston,  Virginia;  Civilian  Personnel  Office,  14th 
Naval  District,  4300  Radford  Drive,  Box  110,  Honolulu,  Hawaii, 
FPO  San  Francisco  96610  (for  DCA-PACIFIC);  Civilian  Personnel 
Office,  RUFLSIA,  Hqs,  SUPCOM,  AETSSUP-C-R,  Stuttgart,  Ger¬ 
many,  APO  New  York  09154  (for  DCA-EUROPE);  Civilian  Person¬ 
nel  Office,  HDQS,  FT  CARSON  (ATTN:  AMNCA-CP),  Fort  Car- 
son,  Colorado  80913  (for  DCA  West  Hemisphere);  Civilian  Personnel 
Office,  Department  of  the  Air  Force,  375  Air  Base  Group  (ATTN: 
DPC),  Scott  Air  Force  Base,  Illinois  62225  (Defense  Commericial 
Communications  Office). 

Categories  of  individuals  covered  by  the  system:  Civilian  employees 
of  DCA  organizations. 


Categories  of  records  in  the  system:  Standard  Form  171  Personal 
Qualifications  Statement  Standard  Form  172  Supplemental  Ex¬ 
perience  and  Qualifications  Statement  Standard  Form  50  Notification 
of  Personnel  Action  Standard  Form  50A  Notice  of  Short  Term  Em¬ 
ployment  Standard  Form  52  Request  for  Personnel  Action  Standard 
Form  15  Claim  for  Veteran’s  Preference  Standard  Form  51  Request 
for  Insurance  Standard  Form  176  Election,  Declination,  or  Waiver  of 
Life  Insurance  Coverage,  FEGLI  Standard  Form  176A  The  Federal 
Employees  Group  Life  Insurance  Program  Standard  Form  54 
Designation  of  Beneficiary,  Group  Life  Insurance  Standard  Form  61 
Appointment  Affidavits  Standard  Form  61 B  Declaration  of  Appoin¬ 
tee  Standard  Form  70  Proof  of  Residence  Standard  Form  78  Health 
Qualification  Placement  Record  Standard  Form  144  Prior  Federal  & 
Military  Service  Standard  Form  2809  Health  Benefits  Registration 
Form  Standard  Form  2810  Notice  of  Change  in  Health  Benefits  En¬ 
rollment  Standard  From  39  Request  for  Certification  Standard  Form 
39A  Request  for  FSEE  Certification  Standard  Form  59  Request  for 
Approval  of  Noncompetitive  Action  Standard  Form  75  Request  for 
Preliminary  Employment  Data  Standard  Form  144  Statement  of  Prior 
Federal  and  Military  Service  Standard  Form  161  Executive  Inventory 
Record  Standard  Form  161 A  SF  161  Continuation  Sheet  DA  Form 
2515  Payroll  Change  Slip  Standard  Form  1126  Payroll  Change  Slip 
Standard  Form  1152  Designation  of  Beneficiary,  Unpaid  Compensa¬ 
tion  of  Deceased  Employee  CA1/CA-1&2  Notice  of  Injury  of  Occu¬ 
pational  Disease  DA2515  Notice  of  Within  Grade/Pay  Adjustment 
WA18,  WA8  Direct  Hire  Authority  Optional  Form  8  Position 
Description  DD  Form  214  Armed  Forces  of  the  United  States  Report 
of  Transfer  or  Discharge  DD  Form  1559/1917  Employee  Career  Ap¬ 
praisal  (Test)  DD  Form  1617  Transportation  Agreement  -  Overseas 
Employee  DD  Form  1618  Transportation  Agreement  -  Transfer  of 
DoD  Civilian  Employees  to  and  within  Continental  x  United  States 
CSC  Form  2800A  Proof  of  Selection  for  Career/Career  Conditional 
Appointment  CSC  Form  813  Request  for  Verification  of  Military  Ser¬ 
vice  DCA  Form  89  Service  Award  Work  Sheet  &  Record  DCA  Form 
103  Notice  of  Performance  Rating  DCA  Form  104  Recommendation 
for  Outstanding  Performance  Rating  DCA  Form  222  Quality  Salary 
Increase  Recommendation  and  Approval  DCA  Form  105  Recommen¬ 
dation  for  Performance  Award  Records  of  Training  Civil  Service 
Commission  Letters  authorizing  waivers  and  exceptions  Official  Let¬ 
ters  of  Commendation  Debt  Correspondence  Official  Disciplinary 
Actions  Reduction-in-Force  Letters 

Authority  for  maintenance  of  the  system:  Federal  Personnel  Manual, 
Supplement  293-31,  Subchapter  S5,  The  Official  Personnel  Folder 
File. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  prescribed  by 
Civil  Service  Commission  Regulations  and  to  provide  data  for  the  au¬ 
tomated  Defense  Communications  Agency  Personnel  Management 
Information  System  (PERMIS) 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  stored  in  file  folders. 

Retrievability:  Information  is  accessed  and  retrieved  by  name. 

Safeguards:  Records  are  maintained  in  Lektriever  with  combination 
lock  and  are  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained  and  whose  duties  require  them 
to  be  in  the  area  where  records  are  maintained. 

Retention  and  disposal:  Temporary  Records  -  Must  be  retained  in 
the  Official  Personnel  Folder  Heft  side)  for  a  minimum  period  of  one 
year  or  until  the  eemployee  transfers  or  separates,  whichever  occurs 
first,  except  that  official  letters  of  admonishment,  warning,  caution, 
reprimand,  and  similar  disciplinary  action  papers  may  be  removed  at 
any  time  if  it  is  decided  later  that  the  action  was  unwarranted.  Other¬ 
wise,  most  temporary  records  may  remain  in  an  employee's  person¬ 
nel  folder  as  long  as  he  remains  with  the  same  agency,  except  that 
letters  of  caution,  warning,  admonishment,  reprimand,  and  similar 
disciplinary  action  papers  must  not  be  kept  in  the  folder  longer  than 
three  years,  unless  the  agency  has  received  an  exception  from  the 
Civil  Service  Commission. 

Permanent  Records  -  Personnel  action  reports  and  other  dodu- 
ments  filed  on  te  right  side  of  the  folder  are  permanent  records  and 
’travel’  with  the  employee  throughout  his  or  her  entire  Federal 
career.  Records  are  maintained  in  DCA  until  the  individuals  ter¬ 
minate  their  employment  with  DCA  and  subsequently  are  transferred 
to  another  government  agency  or  if  the  employee  is  separated  from 
the  Federal  service  the  records  are  transferred  to  the  National  Per¬ 
sonnel  Records  Center  (Civilian),  St.  Louis,  Missouri. 

System  manager(s)  and  address:  Primary  System  -  Office  of  the 
Assistnat  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA 
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Decentralized  Segments  -  Commander,  National  Military  Command 
System  Support  Center,  Code  B100,  the  Pentagon,  Washington, 
D.C.;  Commander,  Joint  Technical  Support  Activity,  Code  J100, 
Reston,  Virginia;  Director,  Defense  Communications  Enineering 
Center,  Code  R100,  Reston,  Virginia;  Commander,  DCA-Pacific; 
Commander,  DCA-Europe;  Commander,  DCA-  Western  Hemisphere; 
Commander,  Defense  Commercial  Communications  Office. 

Notification  procedure:  Information  may  be  obtained  from; 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Commander,  National  Military  Command 
System  Support  Center  Civilian  Personnel  Office,  Code  B130,  the 
Pentagon,  Washington,  D.C.;  Commander,  Joint  Technical  Support 
Activity,  Civilian  Personnel  Office,  Code  R130,  Reston,  Virginia; 
Director,  Defense  Communications  Engineering  Center,  Code  R100, 
Reston,  Virginia;  Commander,  DCA-Pacific,  APO  San  Francisco 
96515;  Commander,  DCA-Europe,  APO  New  York  09131;  Com¬ 
mander,  DCA-Westem  Hemisphere,  Building  6286,  Fort  Carson, 
Colorado  80913;  Commander,  Defense  Commercial  Communications 
Office,  Scott  Air  Force  Base,  Illinois  62225. 

The  full  name  of  the  requesting  individual  will  be  required  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  her.  The  requestor 
may  visit  the  applicable  civilian  personnel  office  to  obtain  informa¬ 
tion  on  whether  the  system  contains  records  pertaining  him  or  her. 
As  proof  of  identity  the  requestor  must  present  either  a  current  DCA 
identification  badge  or  a  driver’s  license. 

Record  access  procedures:  Primary  System  -  Contact  the  Office  of  . 
the  Assistant  to  the  Director  for  Personnel,  Civilian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA.  - 

Decentralized  Segments  -  Contact  the  Commander,  National  Mili¬ 
tary  Command  System  Support  Center,  Civilian  Personnel  Office, 
Code  B130;  Commander,  Joint  Technical  Support  Activity;  Director, 
Defense  Communications  Engineering  Center,  CodeR130;  Com¬ 
mander,  DCA-Pacific,  APO  San  Francisco  96515;  Commander,  DCA- 
Europe,  APO  New  York  09131;  Commander,  DCA-Westem  Hemi¬ 
sphere,  Building  6286,  Fort  Carson,  Colorado  80913;  Commander, 
Defense  Commercial  Communications  Office,  Scott  Air  Force  Base, 
Illinois  62225. 

The  full  name  of  the  requesting  individual  will  be  required  to 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency’s 
systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Former  government  agencies  with  which 
the  individual  was  employed,  individual  employees,  supervisors  of 
employees,  official  personnel  actions,  military  service  records.  Civil 
Service  Commission  records,  and  information  listed  in  the  records 
category  and  civilian  personnel  staff. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K890.01 

System  name:  Freedom  of  Information  Act  File  (FOIA) 

System  location:  Central  -  Office  of  Civilian  Assistant  to  Chief  of 
Staff,  DCA,  Code  104.  Decentralized  -  DCA  Field  Activities  World¬ 
wide. 

Categories  of  individuals  covered  by  the  system:  Persons  who 
request  information  under  FOIA. 

Categories  of  records  in  the  system:  Consists  of  (1)  policy  file  which 
contains  DoD  Directive  5400.7,  Availability  to  the  Public  of  DoD  In¬ 
formation,  14  February  1975;  DCA  Instruction  210-225-1,  Availability 
to  the  Public  of  DCA  Information  31  March  1975;  USAF  Regulation 
12-30,  Disclosure  of  Air  Force  Records  to  the  Public,  19  February 
1975;  Department  of  Health,  Education  and  Welfare,  Public  Informa¬ 
tion,  contained  in  Federal  Register  Vol  39,  Number  248,  Part  II,  24 
December  1974;  Commanders  Digest,  Vol  17,  Number  8,  Freedom  of 
Information  Actions,  18  February  1975;  DoD  Directive  5400.9,  Publi¬ 
cation  of  Proposed  and  Adopted  Regulations  Affecting  the  Public,  23 
December  1974;  and  DCA  Messages  to  Field  Activities  implementing 
the  FOIA.  (2)  Log  File  which  consists  of  a  record  of  all  written 
requests  for  information  under  the  FOIA  which  have  been  processed 
within  DCA  since  1  January  1975.  (3)  Correspondence  received  in 
DCA  relating  to  FOIA,  including  replies  thereto. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  552,  as  amended 
by  P.  L.  93-502,  Freedom  of  Information  Act. 

DoD  Directive  5400.7,  14  February  1975,  Availability  to  the  Public 
of  DoD  Information. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  making  available  to 
the  public  the  maximum  amount  of  information  concerning  the  opera¬ 
tions  and  activities  of  DCA.  DCA  Management  -  to  receive,  process, 
and  respond  to  requests  for  information  under  FOIA.  DCA  Counsel 
and  Director,  DCA  -  to  review  and  deny  requests  for  information 
under  provisions  of  FOIA  and  to  forward  applicable  correspondence 
to  DoD  when  the  denial  may  be  contested  or  appealed. 

DoD  and  Department  of  Justice  -  for  review  and  in  event  of  judi¬ 
cial  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  paper  records  in  file  folders. 

Retrievability:  Retrieved  by  the  control  number  and  the  name  of 
the  individual  who  requested  the  information. 

Safeguards:  Records  are  stored  in  a  locked  safe.  Records  pertaining 
to  policy  are  permanent.  Correspondence  maintained  for  two  years, 
then  destroyed.  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel. 

Retention  and  disposal:  All  records  (except  the  Authorities  which 
are  permanent)  are  retained  by  Code  104,  Headquarters,  DCA,  for 
two  years.  Logs  are  kept  until  reference  need  expires. 

System  manager! s)  and  address:  Civilian  Assistant  to  the  Chief  of 
Staff,  Headquarters,  DCA,  Code  104,  Defense  Communications 
Agency,  Washington,  D.C.  20305. 

Notification  procedure:  Requests  from  individuals  relating  to  infor¬ 
mation  from  DCA  Headquarters  or  DCA  Field  Activities  in  the 
Washington  Metropolitan  area  should  be  addressed  to  the  Civilian 
Assistant  to  the  Chief  of  Staff,  Code  104,  Headquarters,  DCA, 
Washington,  D.C.  20305.  Requests  from  individuals  relating  to  infor¬ 
mation  from  DCA  Field  Activities  outside  the  Washington 
Metropolitan  area  should  be  addressed  to  the  Commanders  of  those 
activities.  Individual  must  provide  his  full  name,  a  detailed  descrip¬ 
tion  of  the  record  desired.  For  personal  visits,  the  individual  must 
present  proof  of  identity  to  include  full  name  and  social  security 
number  as  well  as  positive  identification,  i.e.,  such  as  driver’s 
license,  etc.,  and  fully  identify  record  desired. 

Record  access  procedures:  Contact  Civilian  Assistant  to  the  Chief 
of  Staff,  Headquarters,  DCA,  Code  104.  The  mailing  address  is  listed 
in  the  organization  directory  of  the  Defense  Communications  Agency 
published  in  the  Federal  Register  and  should  be  referenced  by  the 
requester. 

Contesting  record  procedures:  The  Agencies’  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  From  individuals  concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  As  specified  by 
the  requested  record  system. 

K890.02 

System  name:  Navy  Officers  Service  Record 

System  location:  Military  Personnel  Division,  Code  710,  Headquar¬ 
ters,  Defense  Communications  Agency  (DCA) 

Categories  of  individuals  covered  by  the  system:  Records  are  main¬ 
tained  on  Navy  officer  personnel  presently  assigned  to  DCA  that  are 
stationed  in  the  greater  Washington  Metropolitan  area. 

Categories  of  records  in  the  system:  Records  contain  qualification 
records,  duty  status,  special  orders,  assignment  actions,  personnel 
action  requests,  and  suspense  items  for  individuals  to  update  Military 
Personnel  Record  maintained  by  the  Navy  Branch,  Military  Person¬ 
nel  Division,  The  category  of  data  maintained  is:  personnel  identifi¬ 
cation,  assignment  history,  classfication  history,  biographical  data, 
promotion  history  and  eligibility,  medical  profile  status  and  military 
and  civilian  education  history. 

Authority  for  maintenance  of  the  system:  10  U.S.  Code  6011. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  This  collection  of  informa¬ 
tion  is  used  to  manage  the  Navy  Personnel  System. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  stored  in  file  folders  and  locked  in  filing 
cabinets. 

Retrievability:  Information  is  accessed  and  retrieved  by  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  area  which  is  accessible  only  to  authorized  personnel  that 
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are  properly  screened,  cleared,  and  their  duties  require  them  to  be  in 
the  area  where  the  records  are  maintained. 

Retention  and  disposal:  Records  are  maintained  during  the  period 
of  assignment  of  Naval  officers  to  DCA  Headquarters  and  Field  Ac¬ 
tivities  in  the  Washington  Metropolitan  area  and  accompany  the  in¬ 
dividual  officer  upon  reassignment  from  the  Agency. 

System  manage r(s)  and  address:  Assistant  to  the  Director  for  Per¬ 
sonnel,  Code  700,  Headquarters,  DCA. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Assistant  to  the  Director  for  Personnel,  Code  700, 
Headquarters,  DCA.  The  full  name,  rank,  and  social  security  number 
of  the  requesting  individual  will  be  required  to  determine  if  the 
system  has  a  record  about  the  individual.  The  requester  may  visit  the 
Military  Personnel  Division,  Code  710,  Headquarters,  DCA  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to  the 
individual.  As  proof  of  identity  the  requester  will  present  his  U.S. 
Armed  Forces  Identification  Card. 

Record  access  procedures:  Contact  the  Assistant  to  the  Director  for 
Personnel,  Code  700,  Hq,  DCA.  The  official  mailing  addresses  are  in 
the  Department  of  Defense  Directory  in  the  appendix  to  the  Defense 
Communications  Agency’s  Systems  Notice  and  should  be  referenced 
by  the  requester. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  records  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Basic  sources  of  data  are  furnished  by 
the  Department  of  Navy.  When  the  officer  is  assigned  to  this  Agency 
he  reports  in  with  his  records.  This  data  is  updated  and  reviewed  by 
the  officer  during  the  inprocessing  phase  for  incoming  personnel. 
Source  documents  in  this  file  are:  NAVPERS  Forms:  601- 
8/2644/1000-22/7720-2/601-2/2716/5521-429/5512-1/591/3076/  1070- 

74/998/601-1 3/DD  Forms  1171  /528/802/803/2 1 4/2 1 4N . 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
-  K890.03 

System  name:  Awards  Case  History  File 

System  location:  Military  Personnel  Division,  Code  710,  Hq, 
Defense  Communications  Agency  (DCA). 

Categories  of  individuals  covered  by  the  system:  Records  are  main¬ 
tained  on  military  personnel  of  the  Army,  Air  Force,  Navy  and 
Marine  Corps,  assigned  to  the  Defense  Communications  Agency,  that 
have  been  recommended  for  an  award  while  assigned/received  an 
award  that  was  presented  by  the  Director/Vice  Director/or  received  a 
promotion  and  the  ceremony  was  conducted  by  the  Director/Vice 
Director. 

Categories  of  records  in  the  system:  Records  contain  recommenda¬ 
tion  for  an  award,  citation,  memorandum  and  copy  of  ceremony  an¬ 
nouncement  and  the  Director’s  brief  sheet,  biographical  summary 
sheet  and  minutes  of  the  awards  board  meetings.  Categories  of  infor¬ 
mation  are:  Personnel  identification  and  narrative  justification  for  an 
award. 

Authority  for  maintenance  of  the  system:  10  U.S.Code  1121. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  DCA  awards 
personnel  to  manage  the  awards  program  of  this  Agency. 

Department  of  the  Army  uses  to  grant  or  deny  service  awards. 

Department  of  the  Navy  uses  to  grant  or  deny  service  awards. 

Department  of  the  Air  Force  uses  to  grant  or  deny  service  awards. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  stored  in  file  folders  and  locked  in  filing 
cabinets. 

Retrievability:  Information  is  accessed  and  retrieved  by  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  area  which  is  accessible  only  to  authorized  personnel  that 
are  properly  screened,  cleared,  and  their  duties  require  them  to  be  in 
the  area  where  the  records  are  maintained. 

.  Retention  and  disposal:  Records  are  not  permanent.  They  are 
destroyed  2  years  after  individual  has  departed  from  this  Agency/or 
upon  approval  of  the  award  whichever  is  later. 

System  manage r<s)  and  address:  Assistant  to  the  Director  for  Per¬ 
sonnel,  Code  700,  Headquarters,  DCA. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Assistant  to  the  Director  for  Personnel,  Code  700,  Hq, 
DCA.  The  full  name,  rank,  and  social  security  number  of  the 
requesting  individual  will  be  required  to  determine  if  the  system  has 


a  record  about  the  individual.  The  requester  may  visit  the  Military 
Personnel  Division,  Code  710,  Hq,  DCA  to  obtain  information  on 
whether  the  system  contains  records  pertaining  to  the  individual.  As 
proof  of  identiy  the  requester  will  present  his  U.S.  Armed  Forces  ID 
Card. 

Record  access  procedures:  Contact  the  Assistant  to  the  Director  for 
Personnel,  Code  700,  Hq,  DCA.  The  official  mailing  addresses  are  in 
the  DoD  Directory  in  the  appendix  to  the  Defense  Communications 
Agency’s  Systems  Notice  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Activity/ Area  Commanders,  Deputy 
Directors,  Vice  Director,  Director,  Comptroller,  Assistant  to  the 
Director  for  Administration  and  Assistant  to  the  Director  for  Person¬ 
nel,  who  submit  recommendations  for  awards  on  individuals  assigned 
to  their  activity.  Source  data  documents  are:  DA  Form  638,  Recom¬ 
mendation  for  Award  (Army),  AF  Form  642,  Recommendation  for 
Decoration  (Air  Force),  NAVPERS  Form  1650/6,  Recommendation 
for  Award  (Navy).  Letter  recommendations  following  the  format 
prescribed  in  DCAI  220-15-39. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K890.04 

System  name:  Military  Personnel  Management/ Assignment  Files 

System  location:  Military  Personnel  Division,  Code  710,  Headquar¬ 
ters,  Defense  Communications  Agency  (DCA). 

Categories  of  individuals  covered  by  the  system:  Records  are  main¬ 
tained  on  military  personnel  of  the  Army,  Air  Force,  Navy  and 
Marine  Corps  currently  assigned  to  the  Defense  Communications 
Agency. 

Categories  of  records  in  the  system:  Records  contain  qualification 
records,  duty  status,  special  orders,  assignment  actions,  personnel 
action  requests,  and  suspense  items  for  individuals  to  update  Military 
Personnel  Records  maintained  by  the  Military  Department’s  Person¬ 
nel  Office.  The  category  of  data  maintained  is:  personnel  identifica¬ 
tion,  assignment  history  and  eligibility,  medical  profile  status  and 
military  and  civilian  education  history. 

Authority  for  maintenance  of  the  system:  10  U.S.  Code  3012,  6011, 
8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  DCA  uses  this  information 
to  manage  the  military  personnel  assigned.  The  majority  of  the  infor¬ 
mation  is  furnished  by  the  Military  Departments.  This  information  is 
used:  to  determine  acceptance/non-acceptance  for  assignment  to  this 
Agency,  to  determine  requisition  base,  to  determine  qualifications  for 
requirements  peculiar  to  the  Agency,  performance  evaluations,  posi¬ 
tion  manning  reports,  strength  accountability,  data  upon  which  to 
base  individual  requests  for  personnel  actions,  and  biographical  and 
statistical  reports  to  top  DCA  management. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  stored  in  file  folders  in  filing  cabinets. 

Retrievability:  Information  is  access  and  retrieved  by  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  area  which  is  accessible  only  to  authorized  personnel  that 
are  properly  screened,  cleared,  and  their  duties  require  them  to  be  in 
the  area  where  the  records  are  maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
destroyed  upon  reassignment  from  DCA. 

System  manager(s)  and  address:  Assistant  to  the  Director  for  Per¬ 
sonnel,  Code  700,  Headquarters,  DCA. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Assistant  to  the  Director  for  Personnel,  Code  700, 
Headquarters,  DCA.  The  full  name,  rank,  and  social  security  number 
of  the  requesting  individual  will  be  required  to  determine  if  the 
system  has  a  record  about  the  individual.  The  requester  may  visit  the 
Military  Personnel  Division,  Code  710,  Hq,  DCA  to  obtain  informa¬ 
tion  on  whether  the  system  contains  records  pertaining  to  the  in¬ 
dividual.  As  proof  of  identity  the  requester  will  present  his  U.S. 
Armed  Forces  Identification  Card. 

Record  access  procedures:  Contact  the  Assistant  to  the  Director  for 
Personnel,  Code  700,  Hq,  DCA.  The  official  mailing  addresses  are  in 
the  Department  of  Defense  Directory  in  the  appendix  to  the  Defense 
Communications  Agency’s  Systems  Notice  and  should  be  referenced 
by  the  requester. 
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Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Basic  sources  of  data  are  the  Military  De¬ 
partments:  Army,  Air  Force  and  Navy.  Qualification  records 
furnished  when  the  individual  is  nominated  for  assignment  to  the 
Agency.  The  types  of  forms  that  are  used  as  source  data  are:  Army 
DA  Form  2475-2  (Personnel  Data-SIDPERS),  DA  Form  31  (Request 
and  Authority  for  Leave),  DA  Form  2/2-1  (Qualification  Record), 
PERSINCOM  Form  260  Officers  Record  Brief),  Special  Orders;  Air 
Force  AF  Form  47  (Personnel  Security  Certificate),  AF  Form  298-1 
(Career  Brief  Officer),  AF  Form  1074  (Career  Brief  Enlisted),  AF 
Form  899  (Reassignment  Orders),  AF  Form  152/988  (Leave  Forms), 
AF  Forms  2095/2096/2097/2098  (Personnel  Actions  Forms);  Navy 
Career  Brief  Officers,  NAVPERS  1070/602  (Dependency  Applica¬ 
tion/Record  of  Emergency  Data),  Orders,  OPNAV  Form  5521-420 
(Certificate  of  Clearance),  NAVPERS  601-3  (Enlisted  Classification 
Record).  NAVPERS  601-4  (Navy  Occupation  and  Training  History), 
NAVPERS  601-9  (Enlisted  Performance  Record),  NAVPERS  Form 
1616/18  (Performance  Evaluation  Report);  Marine  Corps,  Career 
Brief.  All  services  file  letters,  messages  and  general  correspondence, 
DA  Form  2490  (Disposition  Form),  relative  to  the  individuals  as¬ 
signed  to  the  Agency. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K890.05 

System  name:  Overseas  Rotation  Program  Files 

System  location:  Primary  System  -  Civilian  Personnel  Division, 
Code  720;  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DCA). 

Decentralized  Segments  -  Civilian  Personnel  Office,  B130,  National 
Military  Command  System  Support  Center,  Defense  Communications 
Agency,  the  Pentagon,  Washington,  D.C.;  Civilian  Personnel  Office, 
R130,  Defense  Communications  Engineering  Center/Joint  Technical 
Support  Activity;  Reston,  Virginia;  Civilian  Personnel  Office,  Hqs, 
Ft  Carson  (ATTN:  AMNCA-CP),  Ft  Carson,  Colorado  80913  (for 
DCA  West  Hemisphere);  Civilian  Personnel  Office,  Department  of 
the  Air  Force,  375  Air  Base  Group  (ATTN:  DPC),  Scott  Air  Force 
Base,  Illinois  62225  (Defense  Commercial  Communications  Office). 

Categories  of  individuals  covered  by  the  system:  Civilian  employees 
of  DCA  organizations  in  the  Continental  United  States  (CONUS)  as¬ 
signed  to  a  position  with  a  government  organization  outside  the 
CONUS. 

Categories  of  records  in  the  system:  File  contains  copies  of  Stan¬ 
dard  Form  30,  Notification  of  Personnel  Action;  Standard  Form  55, 
Notice  of  Conversion  Privilege,  Group  Life  insurance;  Standard 
Form  56,  Agency  Certification  of  Insurance  Status;  Standard  Form 
171,  Personnel  Qualifications  Statement;  Standard  Form  172,  Supple¬ 
mental  Experience  and  Qualifications  Statement;  Standard  Form 
2810,  Notice  of  Change  in  Health  Benefits  Enrollment;  DD  Form 
1617,  Transportation  Agreement-Overseas  Employees;  DA  Form 
2515,  Payroll  Change  Slip;  Statement  of  Agreement;  Position 
Description;  Request  for  Extension  of  Reemployment  Rights; 
General  correspondence  pertaining  to  the  overseas  assignment. 

Authority  for  maintenance  of  the  system:  Federal  Personnel  Manual, 
Chapter  301,  Overseas  Employment 

Department  of  Defense  Instruction  1404.3,  Standardized  Overseas 
Tours  of  Duty  for  United  States  Citizens  Employees  of  the  Depart¬ 
ment  of  Defense. 

Department  of  Defense  Instruction  1404.8,  Rotation  of  Employees 
from  Foreign  Areas  and  the  Canal  Zone. 

Department  of  Defense  Directive  1400.6,  Statement  of  Personnel 
Policy  for  Civilian  Personnel  of  the  Department  of  Defense  in  Over¬ 
seas  Areas. 

Department  of  Defense  Program  for  Stability  of  Civilian  Employ¬ 
ment  Policies,  Procedures  and  Programs  Manual,  DoD  1400.20-1-M. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  personnel  of¬ 
fice  staff  as  a  source  document  to  resolve  questions  concerning  over¬ 
seas  employees  who  have  reemployment  rights  to  DC  A/CONUS  ac¬ 
tivities,  to  determine  placement  rights  and  to  process  actions  for  the 
exercise  of  reemployment  rights. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Information  is  accessed  and  retrieved  by  name  and 
occupational  location. 


Safeguards:  Records  are  maintained  in  area  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and  trained 
and  whose  duties  require  them  to  be  in  the  area  where  records  are 
maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  until  the  employee  exercises  reemployment  rights  within  the 
CONUS  and  are  subsequently  destroyed. 

System  manager(s)  and  address:  Primary  System  -  Office  of  the 
Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA. 

Decentralized  Segments  -  Commander,  National  Military  Command 
System  Support  Center,  Code  B100,  the  Pentagon,  Washington, 
D.C.;  Commander,  Joint  Technical  Support  Activity,  Code  J100, 
Reston  Virginia;  Director,  Defense  Communications  Engineering 
Center,  Code  R100,  Reston,  Virginia;  Comnlander,  DCA-Western 
Hemisphere;  Commander,  Defense  Commercial  Communications  Of¬ 
fice. 

Notification  procedure:  Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  Civilian  Personnel  Division,  Code  720,  Headquarters.  DCA. 

Decentralized  Segments  -  Commander,  National  Military  Command 
System  Support  Center,  Civilian  Personnel  Office,  Code  B130,  the 
Pentagon,  Washington,  D.C.;  Commander,  Joint  Technical  Support 
Activity,  Civilian  Personnel  Office,  Code  R130,  Reston,  Virginia; 
Director,  Defense  Communications  Engineering  Center,  Code  R130, 
Reston,  Viiginia;  Commander,  DCA-Western  Hemisphere.  Building 
6286,  Fort  Carson.  Colorado  80913;  Commander,  Defense  Commer¬ 
cial  Communications  Office,  Scott  Air  Force  Base,  Illinois  62225. 

The  full  name  of  the  requesting  individual  will  be  required  to  deter- 
"*  mine  if  the  system  contains  a  record  about  him  or  her.  The  requester 
may  visit  the  applicable  civilian  personnel  office  to  obtain  informa¬ 
tion  on  whether  the  system  contains  records  pertaining  to  him  or  her. 
As  proof  of  identity  the  requester  must  present  either  a  current  DCA 
identification  badge  or  a  driver’s  license. 

Record  access  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Civilian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA. 

Decentralized  Segments  -  Contact  the  Commander,  National  Mili¬ 
tary  Command  System  Support  Center,  Civilian  Personnel  Office, 
Code  B130;  Commander,  Joint  Technical  Support  Activity  and 
Director,  Defense  Communications  Engineering  Center,  Code  R130. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency's 
system  notice  and  should  be  referenced  by  the  requester. 

Decentralized  Segments  -  Commander,  DCA-Western  Hemisphere, 
Building  6286,  Fort  Carson,  Colorado  80913;  Commander,  Defense 
Commercial  Communications  Office,  Scott  Air  Force  Base,  Illinois 
62225. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  for  the 
SYSMANAGER. 

Record  source  categories:  Official  personnel  folder;  individual  em¬ 
ployees;  personnel  office  staff. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K890.06 

System  name:  Card  File  for  Forwarding  Mail  of  Departed  Personnel 

System  location:  Correspondence  and  Mail  Processing  Branch, 
Code  212,  Headquarters,  Defense  Communications  Agency  (DCA). 

Categories  of  individuals  covered  by  the  system:  Records  system 
contains  the  names  of  personnel  who  have  been  reassigned  who  had 
been  receiving  their  mail  through  the  correspondence  and  Mail 
Processing  Branch,  Code  212,  Headquarters,  DCA. 

Categories  of  records  in  the  system:  Card  file  consisting  of  in¬ 
dividual’s  name  and  forwarding  address  for  mail. 

Authority  for  maintenance  of  the  system:  Post  Office  Department, 
USA,  Postal  Manual,  Chapter  1,  Part  158. 

Routine  uses  of  records  maintained  in  the  system,  including  catego-  " 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  personnel  of  the 
Correspondence  and  Mail  Processing  Branch,  Code  212,  Headquar¬ 
ters,  E>CA  for  forwarding  mail  to  personnel  of  Headquarters,  DCA; 
Headquarters,  National  Communications  System;  and  the  Defense 
Communications  Agency  Operations  Center,  who  have  departed. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  stored  in  a  card  file  box. 

Retrievability:  Information  is  accessed  and  retrieved  by  name. 
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Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  area  which  is  alarmed  and  is  accessible  only  to  authorized 
personnel  that  are  properly  screened,  cleared,  and  their  duties 
require  them  to  be  in  the  area  where  the  records  are  maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  for  one  year  after  an  individual’s  departure  and  are  then 
destroyed. 

System  managers)  and  address:  Chief,  Administrative  Division, 
Code  210,  Headquarters,  DCA. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Administrative  Division,  Code  210,  Headquarters, 
DCA.  The  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requester  may  visit  the  Correspondence  and  Mail  Processing  Branch, 
Code  212,  Headquarters,  DCA,  to  obtain  information  on  whether  the 
system  contains  records  pertaining  to  him  or  her.  As  proof  of  identity 
the  requester  must  present  a  current  DCA  identification  badge  or  a 
driver’s  license. 

Record  access  procedures:  Contact  the  Chief,  Administrative  Divi¬ 
sion,  Code  210,  Headquarters,  DCA.  The  official  mailing  addresses 
are  in  the  Department  of  Defense  Directory  in  the  appendix  to  the 
Defense  Communications  Agency’s  systems  notice  and  should  be 
referenced  by  the  requester. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Names  and  addresses  of  individuals  in 
the  system  are  furnished  by  the  individuals  who  have  been  reas¬ 
signed  who  had  been  receiving  their  mail  through  the  Correspon¬ 
dence  and  Mail  Processing  Branch,  Code  212,  Headquarters,  DCA. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K890.07 

System  name:  Education,  Training,  and  Career  Development  Data 
System 

System  location:  Primary  System  •  Office  of  the  Assistant  to  the 
Director  for  Personnel,  Code  700,  Headquarters,  Defense  Communi¬ 
cations  Agency  (DCA). 

Decentralized  Segments  -  DCA  Field  Activities. 

Categories  of  individuals  covered  by  the  system:  All  military  and 
civilian  personnel  currently  or  formerly  assigned  to  or  employed  by 
the  DCA. 

Categories  of  records  in  the  system:  System  contains  individual 
career  development  plans  (for  civilians  only);  education  and  training 
historical  data;  applications  for  training  funded,  sponsored,  or  ar¬ 
ranged  by  DCA;  evaluations  (by  the  trainee)  of  education  or  training 
received;  applications  for  programs  for  which  candidates  are  com¬ 
petitively  selected;  for  example  senior  military  service  schools  and 
other  long-term  training;  agreements  to  continue  government  service 
in  return  for  training  received;  and  supervisor  evaluations  of  the 
results  of  training  given  to  their  employees. 

Authority  for  maintenance  of  the  system:  Federal  Personnel  Manual, 
Chapter  410  ’Training’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  supervisors  and 
by  training  specialists  for  career  development  planning  and  for  deter¬ 
mining  appropriate  training  for  individuals.  Also  used  to  determine  an 
individual’s  eligibility  for  training  and  to  justify  education  and  train¬ 
ing  courses  and  their  associated  expenditures. 


Used  by  managers  in  the  DCA  and  by  training  specialists  to  deter¬ 
mine  agency  training  needs  and  the  ability  of  specific  courses  to 
satisfy  those  needs.  Also  used  to  determine  results  and  accomplish¬ 
ments  of  the  DCA  training  programs  (often  presented  in  statistical 
form  for  this  purpose). 

Used  by  Career  Development  Specialists  to  prepare  reports  of 
training  for  the  Civil  Service  Commission  and  for  DoD. 

Used  by  DCA  procurement  personnel  and  DCA  legal  staff  as  the 
basis  for  supporting  or  enforcing  legal  obligations,  such  as  payment 
of  tuition  and  fees,  reimbursement  of  trainee’s  expenses,  contractual 
obligations,  or  continued-service  agreement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  punched  cards. 

Retrievability:  Retrieved  by  name  or  SSAN 

Safeguards:  System  is  in  building  which  uses  security  guards  to 
control  access  to  the  building.  Only  authorized  personnel  are  allowed 
access  to  the  building.  Files  are  kept  in  standard  drawer-type  filing 
cabinets. 

Retention  and  disposal:  Individual  records  are  maintained  as  long  as 
the  individual  is  employed  by  or  assigned  to  the  DCA.  After  a  person 
leaves  the  DCA,  bus/her  individual  files  are  destroyed  within  one 
year  of  the  departure. 

Consolidated  reports  may  be  maintained  for  as  long  as  five  (5) 
years  before  they  are  destroyed. 

System  manager(s)  and  address:  Assistant  to  the  Director  for  Per¬ 
sonnel,  Code  700,  Hq,  DCA 

Notification  procedure:  Personnel  currently  assigned  to  or  employed 
by  the  DCA  Headquarters  or  DCA  Field  Activities  in  the  Washington 
Metropolitan  Area,  and  all  personnel  formerly  assigned  to  or  em¬ 
ployed  by  DCA  Headquarters  or  any  DCA  Field  Activity  may  obtain 
information  from: 

Assistant  to  the  Director  for  Personnel 
Defense  Communications  Agency 
8th  St.  &  South  Court  House  Road 
Arlington,  Virginia  22204 

Personnel  currently  assigned  to  or  employed  by  DCA  Field  Activi¬ 
ties  outside  the  Washington  Metropolitan  Area  may  obtain  informa¬ 
tion  from  the  commander  of  their  activity. 

Requests  for  information  must  contain  name,  SSAN,  DCA  activity 
to  which  assigned,  and  dates  employed  by  or  assigned  to  DCA. 

Proof  of  identity  for  those  appearing  in  person  is  an  employee’s  ID 
card,  driver’s  license,  passport,  or  similar  identification  which  con¬ 
tains  both  the  name  and  a  photograph  of  the  individual.  Proof  of 
identity  for  individuals  not  appearing  in  person  will  be  a  notorized 
statement  certifying  that  the  person  requesting  the  information  has 
been  identified  by  the  notary  public  by  means  of  an  employee  ID 
card,  driver’s  license,  passport,  or  other  identification  containing 
both  the  name  and  a  photograph  of  the  individual. 

Record  access  procedures:  Contact  the  Assistant  to  the  Director  for 
Personnel  for  information  concerning  access  to  individual  records. 
The  official  mailing  address  is  in  the  Department  of  Defense  Directo¬ 
ry,  in  the  appendix  to  the  DCA  systems  notice. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Data  in  this  system  is  obtained  from  in¬ 
dividual  Official  Personnel  Folders/Files  or  is  supplied  by  the  in¬ 
dividual  or  by  his/her  supervisor. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
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ALASKA 

DCA-Alaskan  Region1, 

APO  Seattle  98742 
DECCO-Alaska, 

APO  Seattle  98742 

CALIFORNIA 

DCA-Guam  Field  Office, 

APO  San  Francisco  96630 
DCA-Japan, 

APO  San  Francisco  96328 
DCA-Korea  Region, 

APO  San  Francisco  963OI 
DCA-Okinawa  Field  Office, 

APO  San  Francisco  96331 
DCA-Southwest  Pacific  Region, 
APO  San  Francisco  96274 
DCA-Taiwan  Field  Office, 

APO  San  Francisco  96263 
DCA-Thailand  Region, 

APO  San  Francisco  96346 
SAMSO/DCA  Field  Office, 

Box  92960,  Los  Angeles 

COLORADO 

DCA-Western  Hemisphere  Area^, 
Fort  Carson,  CO  80913 

DISTRICT  OF  COLUMBIA 

Headquarters,  Defense 
Communications  Agency, 
WaehDC  20305 
National  Communications 
Agency/DCA  Operations 
Center,  WashDC  20305 
National  Military  Command 
System  Support  Center, 
WashDC  20301 

White  House  Communications 
Agency,  WashDC  20500 

HAWAII 

DCA-Pacific  Area, 

APO. San  Francisco  96515 


DECCO-Pacific, 

1149  Bethel  St., 

Honolulu,  HA  86813 

ILLINOIS 

Defense  Commercial  Communi¬ 
cations  Office,  Scott  Air 
Force  Base,  IL  62225 

NEW  YORK 

DCA-Athens  Field  Office, 

APO  New  York  09223 
DCA-European  Area, 

APO  New  York  09131 
DCA-Italy  Field  Office,' 

FPO  New  York  09524 
DCA  Mediterranean  Region3, 
APO  New  York  09283 
DCA-United  Kingdom  Field 
Office,  APO  New  York 
09378 

DCA-Worms  Field  Office, 

APO  New  York  09130 
DECCO-Europe, 

APO  New  York  09130 
U.S.  Defense  Communications 
Field  Of f ice AlSNATO, 

APO  New  York  09667 

VIRGINIA  ~ 

DCA-Drainsville  Field 
Office^,  11820  Leesburg 
Pike,  Herndon,  VA  22070 
Defense  Communications 
Engineering  Office, 
i860  Wiehle  Ave., 

Reston,  VA  22090 
Joint  Technical  Support 
Activity,  11440  Isaac 
Newton  Sq  (N ), 

Reston,  VA  22090 


iTo  be  redesignated  as  a  field  office  1  July  1975. 
2to  be  disestablished  31  December  1975. 

3to  be  disestablished  30  June  1975. 

^To  be  disestablished  31  December  1975. 
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APPENDUM  TO  DCA  STATION 
LIST  DIRECTORY 

The  Director,  DCA  is  also  the  Manager,  National  Communications 
System  (NCS),  the  Chairman,  Military  Communications-Electronics 
Board  (MCEB) ,  and  Director,  Worldwide  Military  Command  and  Com¬ 
munications  System  (WWMCCS)  Systems  Engineering.  To  the  extent 
that  the  Director,  DCA  performs  these  other  functions,  the  records 
system  described  herein  pertain  to  and  are  available  to  employees 
of  these  organizations,  and  may  be  corrected  by  means  of  the  same 
processes  described  for  DCA  files  systems,  unless  specified  other¬ 
wise  herein. 

With  the  exception  of  personnel  records  for  Navy  officers  as¬ 
signed  to  DCA  activities  in  the  Washington  Metropolitan  Area,  the 
official  military  personnel  records  of  military  personnel  assigned 
to  DCA  are  maintained  by  the  parent  department  and  that  department 
has  the  only  complete  official  copies  of  the  military  members  per¬ 
sonnel  records  file.  Responsibility  for  the  completeness  and  accu¬ 
racy  of  these  files  is  invested  in  the  military  department.  While 
the  DCA  commander  or  office  chief  may  assist  the  military  member 
in  obtaining  access  or  making  corrections,  DCA  does  not  have  the 
authority  either  to  grant  access  or  make  corrections.  The  documents 
maintained  by  DCA  on  military  personnel  are  copies  of  records  pro¬ 
vided  by  the  military  departments  during  the  nomination  process, 
copies  of  personnel  correspondence  generated  during  the  members 
tenure  in  DCA,  promotion  rosters  furnished  by  the  military  depart¬ 
ments,  and  copies  of  orders  published  by  the  departments.  A  few  ' 
documents  are  maintained  as  a  result  of  requirements  imposed  by 
the  departments  (  leave  forms  for  Army  and  Air  Force  personnel 
and  SIDPERS  for  the  Army  personnel) . 

In  the  case  of  Navy  officers  in  the  Washington  area,  DCA 
maintains  the  Navy  Officers  Service  Records  and  can  grant  access 
and  make  corrections  within  the  purview  of  NAVPERS  15791,  "Bu¬ 
reau  of  Naval  Personnel  Manual  "  . 
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ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  com¬ 
ponent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order  is¬ 
sued  pursuant  thereto,  the  relevant  records  in  the  system  of  records 
may  be  referred,  as  a  routine  use,  to  the  appropriate  agency,  whether 
federal,  state,  local  or  foreign,  charged  with  the  responsibility  of  in¬ 
vestigating  or  prosecuting  such  violation  or  charged  with  enforcing  or 
implementing  the  statute,  rule,  regulation  or  order  issued  pursuant 
thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN  REQUESTING  INFOR¬ 
MATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  information 
or  other  pertinent  information,  such  as  current  licenses,  if  necessary 
to  obtain  information  relevant  to  a  component  decision  concerning 
the  hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  gran¬ 
tor  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED  INFORMA¬ 
TION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee,  the  letting  of  acontract,  or  the  issuance  of  a  license,  grant,  or 
other  benefit  by  the  requesting  agency,  to  the  extent  that  the  infor¬ 
mation  is  relevant  and  necessary  to  the  requesting  agency’s  decision 
on  the  matter. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF  DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  Depart¬ 
ment  of  Defense  if  necessary  and  relevant  for  the  performance  of  a 
lawful  function  such  as,  but  not  limited  to,  personnel  actions,  person¬ 
nel  security  actions  and  criminal  investigations  of  the  Component 
requesting  the  record. 

L  DIA  0001 

System  name:  001  Employee  Performance  Appraisals 

System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development  and  Training,  Defense  Intelligence 
Agency 

Categories  of  individuals  covered  by  the  system:  All  DIA  civilian 
employees  who  have  an  official  performance  appraisal 

Categories  of  records  in  the  system:  File  contains  individual  annual 
appraisals  and  documentation  for  performance  ratings,  and  recom¬ 
mendations  for  awards. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Rating  supervisor  prepares 
appraisal  and  discusses  with  employee  concerned. 

Reviewing  official  considers  appraisal  for  programming  and 
management  purposes. 

Personnel  official  appraisal  keypunched  into  the  automated  person¬ 
nel  files;  award  recommendations  reviewed  for  meeting  criteria  or  for 
advising  operating  official  on  actions  that  should  be  taken  to  correct 
performance  deficiencies;  process  performance  awards  and  file. 

Promotion  Panels,  Career  Board,  Agency  Selection  Officials  and 
Personnel  officials  use  appraisals  to  evaluate  employees  for  promo¬ 
tion,  reassignment,  and  career  development. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  locked  filing  cabinets  in  areas  accessible  only  to  authorized 
personnel  that  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  held  two  years  and  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 


Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individuals 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Agency  Operating  Officials,  Rating  Offi¬ 
cials,  Reviewing  Officials,  Civilian  Personnel  Officials. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DU  0002 

System  name:  002  Reserve  Personnel  Status  (DIA  Form  266)  File 

System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development  and  Training,  Defense  Intelligence 
Agency 

Categories  of  individuals  covered  by  the  system:  All  current  civilian 
employees  who  are  members  of  a  military  reserve  unit. 

Categories  of  records  in  the  system:  Basic  identification  data, 
reserve  status  and  retired  military  status. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Screening  ready  reserves 
for  appropriate  military  authorities. 

Verification/documentation  of  military  service  for  use  by  members 
of  the  Personnel  Staff. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  filed  in  card  boxes. 

Retrievability:  Records  are  filed  alphabetically. 

Safeguards:  Building  employs  security  guards.  Records  stored  in  a 
locked  file  cabinet. 

Retention  and  disposal:  Records  are  maintained  on  cuirent  em¬ 
ployees  only.  Upon  separation  from  the  Agency,  an  individual’s 
record  is  destroyed. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 
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Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  .own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Employee  generated  record. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0003 

System  name:  003  Agency  checkout  file 

System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development  and  Training,  Defense  Intelligence 
Agency 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  who  terminate  employment  with  the  Agency. 

Categories  of  records  in  the  system:  Outgoing  clearance  check  list. 

Supervisor’s  Record  of  Employee  Card  containing  personnel  ac¬ 
tions  and  notes  on  an  employee. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  3103.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  306(b)  of  the 
Federal  Records  Act  of  1930  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Civilian  Personnel  Division 
-  Custodian.  Used  as  a  reference  source  for  verifying  the  checkout  of 
an  employee. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Records  are  filed  alphabetically. 

Safeguards:  Security  guards  on  duty  at  building  location.  Records 
are  maintained  in  locked  file  cabinets. 

Retention  and  disposal:  Records  are  retained  one  year  and  then 
destroyed. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 


Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Appropriate  Agency  offices  that  must  be 
contacted  prior  to  separation  from  the  Agency. 

The  employee’s  immediate  supervisor. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0004 

System  name:  004  Reemployment  Rights  File 

System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development  and  Training,  Defense  Intelligence 
Agency 

Categories  of  individuals  covered  by  the  system:  All  former  Agency 
civilian  employees  who  have  reemployment  rights  with  Defense  Intel¬ 
ligence  Agency. 

Categories  of  records  in  the  system:  Reemployment  Rights.  Request 
Agreement  and  Extension  documents. 

Separation  and  Employment  Personnel  Action  documents. 

Personnel  Qualifications  Records. 

Documents  of  temporary  value  which  lead  to  a  formal  personnel 
action  but  do  not  substantially  contribute  to  the  employee’s  record. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  3103.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  306(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  place  an  employee  who 
exercises  his/her  return  rights. 

To  record  the  status  of  individuals  with  reemployment  rights. 

Used  as  a  reference  when  updating  individual’s  qualification. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folder. 

Retrievability:  Filed  alphabetically. 

Safeguards:  Building  employs  security  guards.  Records  stored  in  a 
locked  file  cabinet. 

Retention  and  disposal:  Records  are  retained  until  reemployment 
rights  are  exercised  or  expire  at  which  time  they  are  destroyed. 

System  manage r(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 
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Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Personnel  actions  and  temporary  docu¬ 
ments  are  initiated  by  personnel  officials  or  line  management. 

Notification  of  appointment  and  request  for  release  letters  initiated 
by  the  receiving  Federal  agency. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0005 

System  name:  005  PERSONNEL  MANAGEMENT  INFORMATION 
SYSTEM  (PMIS) 

System  location:  Primary  System  -  Information  Systems 
Directorate,  Defense  Intelligence  Agency 

Decentralized  Segments  -  Personnel,  Career  Development  and 
Training  Directorate,  Defense  Intelligence  Agency 

Categories  of  individuals  covered  by  the  system:  All  U.S.  citizens. 
Military  and  Civilian,  employed  in  Defense  Intelligence  Agency  since 
1968. 

Categories  of  records  in  the  system:  Records  reflecting  current  and 
historical  employee  position  status,  service,  qualifications,  per¬ 
formance,  framing,  awards,  consideration  for  vacancies,  educational 
background,  vital  statistics,  minority  group  designation  (MGD),  and 
address  data. 

Microfilm  records  contain  qualifications,  background  information 
and  an  employee  generated  statement  of  work  experience. 

Source  documents  executed  by  employees  concerning  qualifica¬ 
tions  and/or  experience  are  maintained  by  name. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  facilitate  management 
of  personnel  employed  by  the  Agency,  to  aid  in  program  evaluation, 
and  to  respond  to  internal  or  external  requests  for  information. 

Civilian  Personnel  Division  -  To  screen  employees  for  vacancies  in 
the  Agency;  to  conduct  program  evaluation  studies;  to  generate 
statistics  used  in  internal  or  external  reports;  to  provide  address  data. 

Military  Personnel  Division  -  To  manage  personnel;  to  determine 
manpower  requirements;  to  satisfy  reporting  requirements. 

Attaches  and  Human  Resources  Directorate  -  To  produce  an  At¬ 
tache  directory;  to  produce  statistics  for  reports  concerning  Attaches. 
To  manage  attache  personnel  resources. 

Office  of  the  Comptroller  -  To  produce  manpower  documents  for 
line  management  and  internal  use.  Fiscal  and  Budget  purposes. 

Counterintelligence  and  Security  Division  -  To  provide  a  control 
list  of  Agency  employees. 

Service  Division  -  To  provide  location  data  concerning  agency  em¬ 
ployees. 

Civil  Service  Commission  -  To  support  the  Central  Personnel  Data 
File  (CPDF).  To  provide  training  data. 

Intelligence  Directorate  -  To  support  a  man-hour  accounting 
system  used  to  manage  personnel  resources. 

Career  Development  Division  -  To  screen  employees  for  vacancies 
and  reassignments  throughout  the  Department  of  Defense  in  the  field 
of  career  intelligence  via  an  automated  interface  with  the  Defense  In¬ 
telligence  Special  Career  Automated  System  (DISCAS). 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dkporing  of  records  in  the  sytem: 


Storage:  Records  are  stored  on  computer  magnetic  tapes,  microfilm 
and  paper  in  file  folders.  r 

Retrievability:  Magnetic  tape  and  microfilm  records  are  retrieved 
by  name  or  social  security  account  number.  Using  automated 
retrievel  techniques. 

Access  to  automated  records  are  indexed  by  name  and  retrieved 
manually. 

Safeguards:  Building  employs  security  guards,  magnetic  tapes  are 
stored  in  locked  vaults.  Microfilm  and  paper  records  are  stored  in 
locked  cabinets. 

Access  to  automated  records  is  limited  to  authorized  personnel 
specialists  and  computer  technicians.  A  computer  software  security 
system  is  utilized. 

Access  to  minority  group  designation  data  must  be  authorized  by 
the  Director  of  Equal  Employment  Opportunity  or  a  delegated 
representative. 

Retention  and  disposal:  Magnetic  tape  records  are  retained  in¬ 
definitely. 

Paper  source  files  are  destroyed  when  an  employee  terminates  em¬ 
ployment  with  the  Agency. 

Microfilm  files  are  destroyed  upon  receipt  of  periodically  produced 
replacement  files.  Only  current  employee  records  arc  maintained  on 
microfilm. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Agency  management  and  personnel  offi¬ 
cials  initiate  personnel  actions;  performance  appraisals;  awards; 
records  of  training;  letters  of  appreciation  and/or  comendation,  and 
minority  group  designation. 

Financial  and  manpower  data  is  provided  by  the  Office  of  the 
Comptroller  and  the  Finance  and  Accounting  Office,  U.S.  Army. 

Medical  data  is  provided  by  the  Civilian  Employees’  Health  Ser¬ 
vice,  U.S.  Army,  Pentagon. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DU  0006  ' 

System  name:  006  DOD  Priority  Placement  and  Overseas  Employ¬ 
ment  Programs 

System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development  and  Training,  Defense  Intelligence 
Agency 

Categories  of  individuals  covered  by  the  system:  DOD  Priority 
Placement-Any  DIA  civilian  employee  who  has  competitive  status 
and  is  subject  to  reduction-in-force  who  chooses  to  register  in  the 
program. 
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DOD  Overseas  Employment- Any  DIA  civilian  employee  with  com¬ 
petitive  status  who  may  wish  to  apply  for  DOD  overseas  vacancies. 

Categories  of  records  in  the  system:  Various  DD  forms  reflecting 
personal  data  and  resume  of  experience,  changes  and  cancellations. 

Machine  listing  showing  personnel  who  are  actively  in  the  system. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  3105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  306(b)  of  the 
Federal  Records  Act  of  1930  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Personnel  officials  and 
employee  construct  initial  registration  into  program  and  any  changes, 
deletions  or  cancellations  in  registration  and  forwards  to  the  Defense 
Electronics  Supply  Center. 

Centralized  Referral  Activity,  Defense  Electronics  Supply  Center, 
Dayton,  Ohio.  Puts  registration  data  into  the  system  for  vacancy 
referrals  within  DOD 

Any  DOD  Agency  when  resume  is  sent  for  vacancy  referral. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  alphabetically. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  locked  filing  cabinets  in  areas  accessible  only  to  authorized 
personnel  that  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  held  two  years  and  destroyed. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  *status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Official  Personnel  files 

Defense  Electronic  Supply  Center 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0007 

System  name:  007  Reduction  in  Force  (RIF)  Case  Files 

System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development  and  Training,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Files  pertain  to  em¬ 
ployees  and  former  employees  affected  by  a  reduction-in-force  ac¬ 
tion. 


Categories  of  records  in  the  system:  RIF  notices  to  employees  with 
supporting  documents  such  as  severance  pay  computation  and  reten¬ 
tion  register.  File  may  also  include  correspondence  pertaining  to  any 
RIF  appeal  with  U.S.  Civil  Service  Commission  (USCSC)  or  possible 
court  actions. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Employees  of  the  person¬ 
nel  office  use  this  file  during  the  execution  of  a  RIF  and  in  respond¬ 
ing  to  the  USCSC  in  the  event  an  appeal  is  filed  by  an  affected  em¬ 
ployee.  USCSC  uses  information  to  adjudicate  appeal. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  By  name 

Safeguards:  Files  are  maintained  in  areas  accessible  only  to  em¬ 
ployees  of  the  personnel  office  and  are  kept  in  cabinets  locked  with 
combination  locks.  The  Civilian  Personnel  Division  is  located  in  a 
building  with  security  guards  on  duty  24  hours  a  day. 

Retention  and  disposal:  Two  years  after  last  action  -  separation,  ap¬ 
peal  or  court  action,  file  is  then  destroyed.  , 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Official  Personnel  Files. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0008 

System  name:  008  Civilian  Employee  Compensation  Records 

System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development  and  Training,  Defense  Intelligence 
Agency 

Categories  of  individuals  covered  by  the  system:  Any  claim  for  com¬ 
pensation  for  job  related,  injury  or  illness  submitted  by  any  DIA 
civilian  employee. 

Categories  of  records  in  the  system:  File  contains  copies  of  original 
reports,  adjudication  questionnaires,  related  claims,  all  correspon¬ 
dence  relating  to  the  claim,  supervisor’s  report,  witness  statements, 
doctors  reports  of  examination,  and  Department  of  Labor  reports. 
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Authority  tor  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Civilian  employee;  wit¬ 
nesses  to  accidents  reported,  management  and  personnel  authenticat¬ 
ing  and  processing  claims  from  employees  to  Department  of  Labor. 

Department  of  Labor,  Office  of  Federal  Worker’s  Compensation 
Program,  the  complete  case  for  evaluation,  decision,  and  payment  of 
compensation  Department  of  Labor  sends  employee  a  notification  of 
decision. 

Personnel  officials.  Complete  case  for  official  record  when  no 
longer  active. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability :  Filed  alphabetically. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  locked  filing  cabinets  in  areas  accessible  only  to  authorized 
personnel  that  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  retained  in  active  file  until  case 
is  no  longer  active,  then  destroyed  by  burning. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon.  Washington.  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Official  Personnel  files,  supervisor,  wit¬ 
nesses,  Federal  and/or  personal  physicians,  Department  of  Labor,  or 
correspondence  created  regarding  case.  Department  of  Labor 
questionnaire,  and  interim  reports  and  notification  of  decisions. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DU  0009 

System  name:  009  Guest  Lecturer  File 

System  location:  Career  Intelligence  Department,  Building  T-5; 
Defense  Intelligence  School,  Washington,  D.C.  20374 

Categories  of  individuals  covered  by  the  system:  All  individuals  who 
are  invited  to  be  guest  lecturers  at  any  Defense  Intelligence  School 
Course. 

Categories  of  records  in  the  system:  File  contains  biographic  sketch 
on  the  individual  as  well  as  letters  of  invitation  and  appreciation. 


Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provides  students  with 
background  information  and  qualifications  of  the  guest  lecturer. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Biographic  data  consists  of  paper  files  in  a  loose  leaf 
binder.  Other  data  is  paper  files  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  individual  for 
the  biographic  info  and  chronological  sequence  for  the  letters. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained.  Access  is  on  a  need-to-know 
basis. 

Retention  and  disposal:  Temporary,  destroyed  when  no  longer 
required. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Individual,  individual’s  office  of  employ¬ 
ment,  Defense  Intelligence  School. 

Systems  exempted  from  certain  provisions  of  the  act:  None 

L  DIA  0010  .  V 

System  name:  010  Freedom  of  Information  Act  (FOIA)  Files 

System  location:  Reference  Library,  Central  Reference  Division, 
Directorate  for  Support,  Defense  Intelligence  School,  Washington, 
D.C.  20301  and  all  directorates  in  DIA. 

Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  individuals  who 
request  information  which  the  Department  of  Defense  may  hold  on 
the  individual  or  other  information  requested  by  the  individual. 

Categories  of  records  in  the  system:  The  individuals’  request  letter, 
DIA’s  response  and  a  time  expenditure  form. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
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Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  By  the  FOIA  Officer  for  a 
reference  file.  , 

For  statistical  purposes 

General  reference  file 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  files  in  paper  folders. 

Retrievability:  By  year  and  in  alphabetical  order  by  individuals  last 
name  within  the  calendar  year. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained.  Access  is  on  a  need-to-know 
basis. 

Retention  and  disposal:  Permanent  file  by  law. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D  C.  70301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card.. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Individual,  School  FOIA  Officer,  DIA 
FOIA  Officer  and  internal  offices  of  DIA  which  provide  input  for 
response. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0011 

System  name:  011  Student  Information  Files 

System  location:  Registrars  Office,  Building  T-6,  Defense  Intel¬ 
ligence  School,  Washington,  D.C.  20374 

Categories  of  individuals  covered  by  the  system:  All  students  who 
have  attended  any  course  of  instruction  at  the  School. 

Categories  of  records  in  the  system:  Information  pertaining  to  per¬ 
sonalia,  past,  present  and  projected  assignments,  educational 
background,  academic/fitness  reports,  letters  of  course  completion 
rosters,  grades  and  academic  transcripts  if  applicable. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  data  for 
managing  the  student  population  at  the  School  and  for  historical 
documentation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  files  in  file  folders. 

Retrievability:  Filed  by  fiscal  year  and  broken  down  by  class 
sequence  within  that  year. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained.  Access  is  on  a  need  to  know 
basis. 

Retention  and  disposal:  Registration  cards  retained  at  School  from 
FY  69  -  FY  75,  previous  years  have  been  forwarded  to  the  National 
Records  Center.  Historical  documentation  is  retained  at  the  School 
on  a  permanent  basis. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  die  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Individual,  Parent  Service,  Educational 
Institutions,  previous  employers  and  Faculty  Advisors. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0012 

System  name:  012  Locator  Cards/Rosters 

System  location:  Subordinate  elements.  Defense  Intelligence  Agen¬ 
cy,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Military  and 
Civilian  Personnel  assigned. 

Categories  of  records  in  the  system:  File  contains  individuals  name, 
rank/grade.  Service,  Social  Security  Number,  SI  Billet  Number, 
AFSC/MOS/NEC/or  Civ,  Duty  Phone,  Section  assigned,  Date  of  last 
ER,  Discharge  Date,  Civilian  Position  Description  Number,  Local 
Phone  Number,  Local  Address,  Marital  Status,  Permanent  Address, 
Date  of  Birth,  Place  of  Birth,  Date  reported. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  where  a  per¬ 
son  is  assigned;  to  recall  to  duty  station  when  required,  and  to  notify 
next  of  kin  in  case  of  accident  or  death.  Records  are  maintained  for 
administrative  processing  of  personnel  actions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  5  x  8  file  box,  paper  in  folder  or  similar  system 

Retrievability:  Filed  alphabetically  by  last  name  of  employee. 

Safeguards:  Records  are  maintained  in  a  area  where  only 
authorized  personnel  are  permitted.  Guards  employed  at  building. 

Retention  and  disposal:  Retained  for  up  to  six  months  after  em¬ 
ployee  departs  agency. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person's  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Information  provided  by  the  individual 
upon  reporting  for  duty. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0013 

System  name:  013  Defense  Intelligence  Agency  Personnel  Roster 

System  location:  Directorates  and  major  staff  elements.  Defense  In¬ 
telligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  A  listing  of  all  mili¬ 
tary  and  civilian  personnel  currently  assigned  to  or  employed  by  the 
Defense  Intelligence  Agency 

Categories  of  records  in  the  system:  File  contains  individuals  name, 

Eade,  component,  employment  and  assignment  date  to  the  Defense 
telligence  Agency,  job  series  and  skill  coding,  place  of  employ¬ 
ment,  social  security  account  number  and  civilian  employees  salary. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Defense  Intelligence  Agen¬ 
cy,  Counterintelligence  and  Security  Division  -  To  provide  a  ready 
reference  to  locate  personnel  within  the  Defense  Intelligence  Agency. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Bound  computer  printout 


Retrievability:  Listed  alphabetically  by  individuals  last  name 

Safeguards:  Building  employs  security  guards.  Files  are  maintained 
in  an  area  accessible  only  to  authorized  personnel  that  are  screened, 
cleared,  and  trained.  After  duty  hours  the  files  are  maintained  in 
alarmed  locked  rooms. 

Retention  and  disposal:  Files  are  destroyed  upon  receipt  of  replace¬ 
ment  volume.  They  are  destroyed  by  burning. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  die  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Defense  Intelligence  Agency  Personnel 
Division  furnishes  all  information. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0014 

System  name:  014  Field  Personnel  Folder 

System  location:  Directorates  and  Major  Staff  elements.  Defense 
Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Military  and 
Civilian  Personnel  Records 

Categories  of  records  in  the  system:  Records  that  make  up  this  file 
are  Joint  Table  of  Distribution,  DIA  Form  209  -  Duty  Assignment 
Memorandum,  DIA  Form  61  -  JTD  Revision  Request  and  Authoriza¬ 
tion,  SF  Form  52  -  Request  for  PersonnelAction,  SF  Form  501  - 
Notification  of  Personnel  Action,  DIA  Form  309  -  Supervisor’s 
Record  of  Employee,  DIA  Form  2  -  DIA  Locator  Form,  SO  Locator 
Form,  MDW  FINW  Form  46  Test  (Rev)  1  Dec  74  -  Civilian  Pay 
Time  and  Attendance  Report,  MDW  FINW  Form  49  -  Civilian 
Earnings  and  Leave  Statement,  DIA  Form  300  -  Civilian  Position 
Description,  DIA  Form  165  -  DIA  Merit  Selection  Certificate,  DIA 
Form  302  -  Special  Request  for  Training,  DIA  Form  350  -  Recom¬ 
mendation  for  Civilian  Performance  Recognition,  DD  Form  594-1  - 
Organizational  Time  and  Attendance  Report,  DIA  Form  345  -  High 
Potential  Employee  Nomination/ Application,  DIA  Form  673  -  Em¬ 
ployee  Career  Appraisal,  AF  Form  642  -  Recommendation  for 
Decoration,  NAVPERS  161111  -  Officers  Fitness  Report,  DA  67-7  - 
US  Army  Officer  Evaluation  Report,  AF  707  -  Officer  Effectiveness 
Report,  AF  909  -  Airman  Performance  Report,  DIA  Form  83  - 
Request  for  Nomination  of  Military  Personnel,  DIA  Form  780  -  Off- 
Duty  Employment  Report,  DIA  Form  42  -  Request  for  Irregular 
Overtime,  DIA  Form  251  -  Employee  Qualification  Record,  DIA 
Form  517  -  Military  Position  Data,  DIA  Form  68  -  Request  for  Train¬ 
ing,  DA  Form  2515  -  Payroll  Change  Slip,  DIA  Form  280  -  Civilian 
Career  Development  Registration.  DD  Form  1557  (Certificate  of 
Clearance/Access);  Military  Personnel  Record;  Welcome  Letters;  As¬ 
signment  Orders;  DIA  Master  Processing  Record  (incoming  and  out¬ 
going);  Letters  of  Appreciation/Commendation. 
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Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  3105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Branch  Chiefs  -  Routine 
day  to  day  personnel  administration. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  By  name,  position  description  number,  JTD 
Number,  Social  Security  Number. 

Safeguards:  Files  locations  are  in  Buildings  that  employ  security 
guards.  Records  are  maintained  in  areas  accessible  only  to  authorized 
personnel  that  are  properly  screened,  cleared,  and  have  a  need-to- 
know. 

Retention  and  disposal:  These  records  are  kept  until  action  is 
completed/individual  departs  Defense  Intelligence  Agency, 
Directorate  for  Information  Systems.  These  are  only  action  tracer 
papers.  Main  files  retained  by  offices  of  primary  interest. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Position  description  developed  by  first 
level  supervisors.  Employee  record  cards  maintained  by  first  level 
supervisor.  Awards,  certificates,  letters,  etc.,  from  within  and  outside 
the  agency,  as  appropriate. 

Individual,  previous  employers,  previous  supervisors,  academic  in¬ 
stitutions  and  present  organization.  Military  Personnel  Division  and 
incumbent’s  duty  station.  Civilian  Personnel  Division 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0015 

System  name:  015  Biographical  Sketch  (Military  and  Civilian) 

System  location:  Command  Element,  Directorate  for  Estimates, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  military  officers 
and  professional  civilians  assigned  and/or  detailed  to  DE. 

Categories  of  records  in  the  system:  Biographical  sketch  on  each 
military  officer  and  professional  civilian. 


Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Maintained  as  background 
information.  The  user  is  the  Deputy  Director  for  Estimates. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  loose  leaf  folder. 

Retrievability:  By  name  of  individual. 

Safeguards:  Stored  in  the  Deputy  Director  for  Estimates  personal 
safe.  Combination  is  available  only  to  personnel  having  a  definite 
need  to  know.  Building  has  security  guards. 

Retention  and  disposal:  Temporary.  Returned  to  individual  upon  de¬ 
parture  from  DE. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person's  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Individual 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0016 

System  name:  016  Rotary  Card  File 

System  location:  Office  of  the  Director;  Office  of  the  Chief  of 
Staff;  Office  of  the  Secretary;  Office  of  the  Defense  Intelligence  Of¬ 
ficers;  Office  of  the  Chief,  Foreign  Liaison  Division,  Defense  Intel¬ 
ligence  Agency. 

Categories  of  individuals  covered  by  the  system:  Civilian  and  milita¬ 
ry  officials  of  the  U.S.  Government;  civilian  and  military  employees 
of  following  offices:  Director;  Deputy  Director;  Chief  of  Staff; 
Secretary,  DIA;  General  Counsel. 

Categories  of  records  in  the  system:  Cards  listing  name,  home  ad¬ 
dress,  phone  numbers  (home  and  office);  cards  of  Government  offi¬ 
cials  giving  title  and  address. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti- 
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tied  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  all  employees  of 
individual  offices  for  reference;  used  in  editing  correspondence  to 
determine  the  correct  address  of  officials  in  all  departments  of  the 
government.  Addresses  of  government  officials  are  giving  out  by 
telephone  to  DLA  employees  who  inquire  in  order  to  prepare  cor¬ 
respondence. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  rotary  card  file. 

Retrievability:  By  name. 

Safeguards:  Remains  on  desks  in  individual  offices;  all  offices  are 
either  locked  or  are  under  alarm  after  regular  work  hours. 

Retention  and  disposal:  As  long  as  needed  or  current;  cards  for  em¬ 
ployees  of  individual  offices  are  destroyed  when  employeeleaves; 
cards  destroyed  and  new  cards  made  when  government  officials 
change. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DLA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Individuals  covered;  offices  of  Govern¬ 
ment  officials;  various  Government  publications;  telephone  directo¬ 
ries. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0017 

System  name:  017  Personnel  Actions  (Civilian) 

System  location:  Defense  Intelligence  Agency,  Washington,  D.C. 
20301.  Copy(s)  are  maintained  by  Civilian  Personnel  Division, 
Directorate  for  Personnel,  Career  Development  and  Training. 

Categories  of  individuals  covered  by  the  system:  All  civilian  person¬ 
nel  assigned/detailed  to  DIA 

Categories  of  records  in  the  system:  SF  52  (Request  for  Personnel 
Action)  (Recruitment,  Abolish/Establish;  Promotion,  Detail,  etc.)  SF 
50,  other  personnel  action  forms,  letters,  memoranda. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  maintained 
for  administrative  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  By  name,  social  security  account  number,  and/or 
JTDRN  number. 

Safeguards:  Records  are  stored  in  areas  where  the  building  has 
security  guards. 

Retention  and  disposal:  Temporary.  Cut-off  end  of  calendar  year  - 
held  two  additional  years  and  destroyed. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  DIA  Personnel  Office,  initiated  by  all  of¬ 
fices  for  actions. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0018 

System  name:  018  Military  Personnel  Procurement,  DIA  Form  83 

System  location:  Defense  Intelligence  Agency,  Directorate  for 
Management  and  Plans,  DP;  DP-1;  DP-1  A;  DP-1B;  DP-2;  DP-2  A; 
DP-2B;  DP-2C;  DP-2D;  DP-3;  DP-3  (USIB),  Pentagon,  Washington, 
D.C.  20301 

Control  Division,  Directorate  for  Estimates,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301.  Copy(s)  are  maintained  by  Military 
Personnel  Division,  Directorate  for  Personnel  Career  Development 
and  Training,  DIA. 

Categories  of  individuals  covered  by  the  system:  All  military  person¬ 
nel  scheduled  to  depart  DIA  within  the  next  year. 

All  potential  DIA  military  employees  under  consideration. 

Categories  of  records  in  the  system:  File  contains  correspondence, 
forms  requesting  assignment,  reassignment,  extensions. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Maintain  administrative 
control  for  tour  overlap,  timely  assignment,  continuity  of  operations. 
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Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Alphabetical  by  name,  social  security  number  and/or 
JTD  number. 

Safeguards:  Kept  in  locked  security  safes  at  night.  Available  for 
use  during  work  day. 

Retention  and  disposal:  Records  are  kept  until  no  longer  useful. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DLA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  die  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Forms,  letters  used  by  Military  Depart¬ 
ments,  DLA  Personnel  Office,  or  associated  personnel. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0019 

System  name:  019  Emergency  alert  and  recall  rosters 

System  location:  Defense  Intelligence  Agency,  (DS-6),  Washington, 
D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Listing  of  specific 
military  and  civilian  personnel  assigned  to  Defense  Intelligence  Agen¬ 
cy 

Categories  of  records  in  the  system:  File  contains  individual’s  name, 
grade,  home  address  and  home  telephone  number. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21 ,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  306(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Furnishes  data  needed  to 
quickly  institute  recall  proceedings  as  needed. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  folders  and  vertical  index  cards 

Retrievability:  Files  are  maintained  alphabetically  and  chronologi¬ 
cally  by  date  of  recall  plan. 

Safeguards:  Building  employs  security  guards.  Files  are  maintained 
in  an  area  accessible  only  to  authorized  personnel  who  are  cleared, 
screened,  and  trained.  After  duty  hours  the  files  are  maintained  in 
locked  safes  within  locked  rooms. 


Retention  and  disposal:  Files  are  destroyed  by  burning  when  in¬ 
dividual  is  reassigned  out  of  the  counterintelligence  and  security  divi¬ 
sion. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

.  Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Information  is  obtained  from  rosters  and 
the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DU  0020 

System  name:  020  Joint  Table  of  Distribution 

System  location:  Directorates  and  Major  Staff  elements,  Defense 
Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  personnel 
(military  and  civilian)  assigned. 

Categories  of  records  in  the  system:  All  personnel  (military  and 
civilian)  assigned  by  Division  and  Billet  Number. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  is  to  display 
the  detailed  distribution  of  manpower  authorizations  according  to 
their  intended  utilization.  The  Joint  Table  of  Distribution  contains 
authorizations  for  military  and  civilian  manpower  by  approved  posi¬ 
tion  title,  grade.  Service,  and  other  identifying  codes  for  each  or¬ 
ganizational  element  down  to  and  including  the  section  level.  Paper 
products  include  incumbency  information;  name,  occupational  code, 
job  title,  grade/rank,  Service  (if  military),  date  of  initial  employment 
with  the  Defense  Intelligence  Agency,  and  estimated  date  of  depar¬ 
ture  (if  military).  The  Joint  Table  of  Distribution  is  classified  Con¬ 
fidential  and  distribution  is  restricted  to  a  ’need  to  know’  basis.  The 
Joint  Table  of  Distribution  is  used  as  a  reference  and  working  docu¬ 
ment  by  appropriate  Defense  Intelligence  Agency  personnel  in  the 
management  of  Agency  manpower. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Computer  paper  printouts. 

Retrievability:  Information  retrieved  by  5  digit  Joint  Table  of  Dis¬ 
tribution  number,  office  symbol,  or  individual' sname. 
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Safeguards:  Joint  Table  of  Distributions  are  stored  in  safes. 
Defense  Intelligence  Agency  personnel  have  access  on  a  ’need  to 
know’  basis. 

Retention  and  disposal:  End  of  fiscal  and  calendar  year  copies  are 
retained  permanently  in  Manpower  and  Organization  Branch  (CC- 
2A).  Current  year  copies  are  retained  for  one  year  then  placed  in 
classified  bum  bags. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Director  of  Personnel  and  Office  of  the 
Comptroller. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0021 

System  name:  021  Training  Locator  Cards 

System  location:  Resources  and  Management  Division,  Directorate 
for  Support,  Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Civilian  and  Milita¬ 
ry  personnel  taking  a  current  training  course. 

Categories  of  records  in  the  system:  3x3  cards  containing  name 
and  other  data  related  to  training. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  3105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  306(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routiue  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  maintained 
for  administrative  processing  of  civilian  personnel  actions.  Users  are 
personnel  located  in  the  Resources  and  Management  Division  who 
have  sole  responsibility  for  preparing  all  actions  relative  to  civilian 
employees.  Information  is  not  disseminated  outside  the  division; 
however  immediate  supervisors  may  review  master  files  for  their  em¬ 
ployees. 

Policies  and  practices  for. storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  hi  the  sytem: 

Storage:  3X5  cards  in  card  box 

Retrtevability:  Course  Title  and  Name 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  locked  safes  in  areas  accessible  only  to  authorized  person¬ 
nel  that  are  properly  screened,  cleared  and  trained. 

Urtwittna  and  disposal:  Retained  until  employee  has  taken  course. 


System  amnagerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 
Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  plate  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person's  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Individual  taking  training  and  the  Person¬ 
nel,  Career  Development  and  Training  Directorate. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DU  0022 

System  name:  022  Movement  of  Personnel 
System  location:  Services  Division,  Directorate  for  Support, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 
Categories  of  individuals  covered  by  the  system:  All  employees  who 
have  been  relocated  or  reassigned. 

Categories  of  records  in  the  system:  Listing  of  personnel,  assign¬ 
ment  letters,  memoranda,  including  name,  grade,  job  title,  and  bio¬ 
graphic  data. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provides  supervisory  and 
management  personnel  with  employee  actions  and  history  of  their 
personnel.  Provides  the  location,  grade,  job  series  number,  title,  ser¬ 
vice  and  movement  dates  of  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 
Retrievabiiity:  By  employee  name  and  JTDRN 
Safeguards:  Information  stored  in  locked  file  cabinets  in  area  con¬ 
trolled  by  guards 

Retention  and  disposal:  Maintained  for  one  year,  then  destroyed 
System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 
Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 
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Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Supervisors,  personnel  records,  rosters, 
job  descriptions,  letters,  memoranda. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0100/04 

System  name:  100/4  Personnel  File  Index 

System  location:  Foreign  Disclosure  Branch  DIA  (DS-6B)  Pen¬ 
tagon,  Washington  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  current  mem¬ 
bers  of  DIA  DS-6B 

Categories  of  records  in  the  system:  File  contains  names,  rank  or 
position,  address,  phone  number,  date  of  birth,  social  security 
number,  date  assigned  to  DS-6B,  spouse’s  name,  JTD  billet  number 
and  security  clearance  billet  number. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  DS-6B  personnel  utilize 
file  for  reference  purposes 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  3X5  card  file 

Retrievability:  Filed  alphabetically  by  last  name  of  researcher 

Safeguards:  Building  employs  security  guards,  records  are  main¬ 
tained  in  a  security  alarmed  area  cleared  for  open  storage  of 
SECRET  material 

Retention  and  disposal:  Records  are  changed  with  the  transfer  of 
assigned  personnel.  Outdated  files  are  destroyed. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

^  Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 


Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Incumbent  and  personnel  records. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0100/14 

System  name:  100/14  Office  Administration-Dining  Room  Passes 

System  location:  Support  Branch  (DS-2C),  Directorate  for  Support, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  DIA 
General/Flag/supergrade  officials  who  have  been  issued  dining  room 
passes. 

Categories  of  records  in  the  system:  Lists,  with  related  correspon¬ 
dence,  of  covered  officials 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Record  purposes  for 
verification  of  officials  having  an  executive  dining  room  pass. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Lists  and  correspondence  filed  in  file  folders 

Retrievability:  Manual  search  by  name 

Safeguards:  Stored  in  locked  containers  and  access  controlled  by 
security  guards 

Retention  and  disposal:  Each  page  is  destroyed  when  all  names 
have  been  deleted  due  to  transfer. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
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authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Applicants  for  dining  room  passes 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  D1A  0103/01 

System  name:  103/1  Personnel  Security  and  Security  Clearance  Status 
Index 

System  location:  Defense  Intelligence  Agency,  Counterintelligence 
and  Security  Division,  (DS-6),  Pentagon,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Any  Defense  Intel¬ 
ligence  Agency  military  personnel,  civil  service  employee,  con¬ 
sultant,  contractor,  applicant  for  employment,  nominee  for  assign¬ 
ment  or  personnel  belonging  to  the  Defense  Mapping  Agency, 
Defense  Nuclear  Agency,  Defense  Communications  Agency,  Office 
of  the  Secretary  of  Defense,  Defense  Contract  Audit  Agency, 
Defense  Supply  Agency,  Joint  Chiefs  of  Staff  and  Library  of  Con¬ 
gress/Federal  Research  Division  who  require  access  to  special  intel¬ 
ligence/special  activities  office  information. 

Categories  of  records  In  the  system:  File  contains  individual’s  name, 
social  security  account  number,  grade,  case  file  number,  clearance 
data,  and  employment  termination  date. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Defense  Intelligence  Agen¬ 
cy,  Counterintelligence  and  Security  Division  -  To  establish  a  means 
of  identifying  an  individual’s  security  clearance  file  by  case  file 
number. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Vertical  file  cards 

Retrievability:  Filed  alphabetically  by  last  name  of  individual 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained.  After  duty  hours  the  files  are 
maintained  in  alarmed  locked  rooms. 

Retention  and  disposal:  Files  are  permanent. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 


authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Information  is  furnished  by  the  in¬ 
dividual's  current  employer  or  military  organization. 

Systems  exempted  from  certain  pro  visions  of  the  act:  None 
L  DIA  0103/02 

System  name:  103/2  Personnel  Security  Case  Records  Retirement 
Retrieval  Index 

System  location:  Defense  Intelligence  Agency,  Counterintelligence 
and  Security  Division,  (DS-6),  Pentagon,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Any  Defense  Intel¬ 
ligence  Agency  military  personnel,  civil  service  employee,  con¬ 
sultant,  contractor,  applicant  for  employment,  nominee  for  assign¬ 
ment.  Also  personnel  with  the  Office  of  the  Secretary  of  Defense, 
Joint  Chiefs  of  Staff,  Defense  Communications  Agency,  Defense 
Contract  Audit  Agency,  Library  of  Congress/Federal  Research  Divi¬ 
sion,  Defense  Mapping  Agency,  Defense  Nuclear  Agency  and 
Defense  Supply  Agency  who  require  access  to  special  intel¬ 
ligence/special  activities  office  information. 

Categories  of  records  in  the  system:  File  contains  individual’s  name 
and/or  security  investigative  case  file  number,  date  of  retirement  or 
date  of  retrieval  as  appropriate. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Defense  Intelligence  Agen¬ 
cy,  Counterintelligence  and  Security  Division  -  To  establish  a  means 
of  recording  the  retirement  of  security  investigative  files  to  the 
Washington  National  Records  Center  and  a  method  of  accounting  for 
those  files  that  arc  retrieved  from  the  Washington  National  Records 
Center. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Bound  volumes  and  binders 

Retrievability:  Filed  by  security  investigative  file  number  for  retire¬ 
ment  and  listed  alphabetically  by  individual's  last  name  for  retrieval. 

Safeguards:  Building  employs  security  guards.  Records  arc  main¬ 
tained  in  an  area  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared,  and  trained.  After  duty  hours  the  files  are 
maintained  in  an  alarmed  locked  room. 

Retention  and  disposal:  Files  are  permanent.  They  are  retained  in¬ 
definitely. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
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individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Information  obtained  from  the  in¬ 
dividual’s  security  investigation  file 
'Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0107 

System  name:  107  Board  of  Visitors  File  (BOV) 

System  location:  Commandant’s  Office,  Building  T-6,  Defense  In¬ 
telligence  School,  Washington,  D.C.  20374 

Categories  of  individuals  covered  by  the  system:  All  individuals  who 
have  ever  been  a  member  of  the  Board  of  Visitors  to  the  School. 

Categories  of  records  in  the  system:  File  contains  personalia  on  the 
individuals,  verbatum  minutes  of  the  meetings,  agendas,  letters  of 
promulgation  of  dates  of  meetings,  travel  claims  of  members,  final 
BOV  Report  of  the  meetings  as  well  as  correspondence  generated  by 
the  recommendations  of  the  Board. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Follow  up  on  BOV  recom¬ 
mendations;  inform  the  Director,  DIA  of  the  proceedings  of  the 
Board  of  Visitors  meetings.  Additionally  the  personalia  informs  the 
Staff,  Faculty  and  Students  of  the  School  with  the  educational 
background  and  qualifications  of  the  members  of  the  BOV. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  Files  in  file  folders  and  plastic  ring  bound  publica¬ 
tions. 

Retrievability:  Filed  by  calendar  year  in  chronological  order. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained.  Access  is  on  a  need-to-know 
basis. 

Retention  and  disposal:  Have  been  maintained  since  the  Board  of 
Visitors  was  formed  in  1969.  Will  be  retained  for  historical  purposes. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 


Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Individual/s,  Defense  Intelligence  School 
and  Office  of  Employment  as  well  as  academic  institution. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0108/01 

System  name:  108/1  Health,  Welfare  and  Charities 

System  location:  Maintained  in  Support  Branch  (DS-2C), 
Directorate  for  Support,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  DIA  Personnel 
who  donate  blood. 

Categories  of  records  in  the  system:  Cards  of  blood  donors  contain 
personal  data. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Keep  record  of  blood 
donations  and  notification  to  individuals  to  donate  blood. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  cards  stored  in  file  in  file  cabinet. 

Retrievability:  Filed  alphabetically  by  last  name. 

Safeguards:  Cards  stored  in  box  in  cabinet  and  access  is  controlled 
by  security  guards. 

Retention  and  disposal:  Card  is  destroyed  when  individual  departs 
DIA. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Applicant  for  blood  donor  program. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
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L  DIA  0108/02 

System  name:  108/2  Health,  Welfare  and  Recreation 
System  location:  Directorate  for  Support,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 
Categories  of  individuals  covered  by  the  system:  All  employees 
Categories  of  records  in  the  system:  Listings  of  employees  for  vari¬ 
ous  services,  including  blood  program,  welfare  and  recreation  spon¬ 
sored  immunizations,  parties,  and  other  recreation  programs. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provides  supervisory  and 
management  personnel  with  copies  of  employee  actions  and  history 
of  their  personnel  as  relates  to  the  Health,  Welfare  and  Recreation 
Program  for  management  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  storage  in  file  folders 
Retrievability:  By  employee  name 

Safeguards:  Information  is  stored  in  locked  file  cabinet  in  area  con¬ 
trolled  by  guards. 

Retention  and  disposal:  Maintained  for  one  year,  then  destroyed 
System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 
Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,' date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Branch  and  section  pay  clerks.  Health, 
Welfare,  and  Recreation  fund,  personnel  records,  letters,  memoran¬ 
da. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0116 

System  name:  116  Telephone  Records 
System  location:  Maintained  in  Support  Branch  (DS-2C), 
Directorate  for  Support,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  DIA  personnel 
Categories  of  records  in  the  system:  DD  Form  218,  Telephone 
Directory,  Alphabetical  section  change  order 


Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Keep  record  of  telephone 
changes  on  individual  for  research  and  verification. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  folders 

Retrievability:  Manual  search  by  name 

Safeguards:  Stored  in  locked  containers  and  access  controlled  by 
security  guards 

Retention  and  disposal:  Destroyed  after  6  months 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager. .  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  die  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Individual  Application 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0121 

System  name:  121  Locator  Service/Postal  Directory 

System  location:  Maintained  in  Support  Branch  (DS-2C)  during 
duty  hours  and  by  DIA  Duty  Officer  after  normal  duty  hours. 
Directorate  mail  rooms  in  DIA. 

Categories  of  individuals  covered  by  the  system:  All  DIA  personnel 
and  DIA  on-site  contractors 

Categories  of  records  in  the  system:  DIA  Form  2  personnel  locator 
card 

Documents  utilized  in  maintaining  a  locator  system  to  facilitate 
delivery  of  mail  to  individuals  such  as  locator  cards  and  faculty  and 
student  rosters. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provide  duty  and  home 
locator  informationn  type  of  facility  badge,  passport  and  parking  per¬ 
mit  information  to  all  inquirers.  Unlisted  home  phone  numbers  are 
not  furnished  to  inquirers,  but  are  used  by  Support  Branch  for  emer¬ 
gency  contact. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  Rotary  file  cabinet 

Index  cards  in  card  catalogue  file. 

Retrievability:  By  last  name  of  individual 

Safeguards:  Filed  in  cabinet  and  access  is  limited  to  authorized  per¬ 
sonnel  and  controlled  by  building  security  guard 

Retention  and  disposal:  Records  destroyed  2  years  after  individual 
departs  DIA 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Individual  upon  assignment  to  Defense 
Intelligence  Agency. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0127 

System  name:  127  Graphic  Arts  Management  System  (GAMS) 

System  location:  System  maintained  by  Information  Systems  Office 
and  Publishing  &  Graphics  Branch  Production  Controllers  and  Sec¬ 
tion  supervisors. 

Categories  of  individuals  covered  by  the  system:  All  employees  of 
the  Publishing  &  Graphics  Branch  and  Sections 

Categories  of  records  in  the  system:  Production  Assignment  and 
Control  record  that  includes  Project  Identification,  Short  Title,  Of¬ 
fice  of  Primary  Interest,  Classification,  Country  Code,  Tasked  ele¬ 
ment,  Receipt  Date,  Completion  Date,  Estimated  Completion  Man¬ 
hours,  Number  and  Type  of  output.  Contractor  Cost  and  Individual 
Manhours  applied  to  products,  leave  or  administrative  functions  by 
employee  identification. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21 ,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  determine  produc¬ 
tion  workloads,  schedules,  progress  and  costs  by  Branch  production 
controllers  and  supervisors.  Additionally,  supervisors  can  use  system 
to  maintain  employee  manhour  expenditures. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Computer  magnetic  tapes  and  computer  paper  printouts. 

Retrievability:  Project  Identification,  Short  Title  or  Individual 
Identifier 

Safeguards:  Information  is  stored  in  locked  file  cabinets  and  in 
areas  controlled  by  guards 

Retention  and  disposal:  Maintained  one  year  after  completion  of 
project,  then  destroyed 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  die  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying, 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Publishing  &  Graphics  Branch  Production 
Controllers,  supervisors  and  employees 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0136 

System  name:  136  Movement  of  Personnel/Travel 

System  location:  Directorates  and  Major  Staff  elements,  Defense 
Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  AU  DIA  travellers 
and  those  individuals  invited  by  DIA  to  travel. 

Categories  of  records  in  the  system:  Files  contain  DD  1610,  Request 
and  Authorizations  for  TDY  travel  of  DoD  personnel,  related  cor¬ 
respondence,  copy  of  Standard  Form  1169,  US  Govt.  Transportation 
Request  if  applicable,  copy  of  orders,  vouchers,  DIA  Form  105, 
Request  for  attendance  at  meetings  of  Technical,  Scientific,  Profes¬ 
sional  or  other  organizations;  and  SF  1164. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Keep  record  of  personnel 
traveling  for  verification  and  research. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 
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Storage:  Paper  records  in  file  folders. 

Retrievability:  Manual  search  by  name. 

Safeguards:  Building  employs  security  guards.  Records  stored  in 
area  accessible  only  to  authorized  personnel  properly  trained. 

Retention  and  disposal:  Destroy  after  1  year. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DLA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Application  and  related  forms  from  in¬ 
dividuals  requesting  travel  authorization,  official  orders  for  TDY. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0137 

System  name:  137  Transportation  Officers  lists 

System  location:  Maintained  in  Support  Branch,  Directorate  for 
Support,  Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Individuals  ap¬ 
pointed  as  transportation  officers  and  alternates. 

Categories  of  records  in  the  system:  Lists  of  covered  personnel  and 
related  correspondence 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  verify  appointment  of 
covered  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Manual  search  by  name 

Safeguards:  Building  employs  security  guards.  Records  stored  in 
area  accessible  only  to  authorized  personnel. 

Retention  and  disposal:  Destroy  when  no  longer  required 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 


Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Appointment  orders. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DU  0138 

System  name:  138  Local  Transportation  Records 

System  location:  Directorates  and  Major  Staff  elements,  Defense 
Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  DIA  personnel 
traveling  via  Government  aircraft/ground  transportation 

Categories  of  records  in  the  system:  Copies  of  requests  by  personnel 
and  related  correspondence  and  receipts  for  bus  tokens.  Vouchers 
for  travel. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Record  purposes  and  for 
verification  and  research 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  filed  in  file  folders 

Retrievability:  Manual  research  by  name 

Safeguards:  Building  employs  security  guards.  Records  stored  in 
area  accessible  only  to  authorized  personnel. 

Retention  and  disposal:  Destroyed  when  no  longer  required 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 
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Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Applicant  letters  or  orders  directing 
travel. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  D1A  0139 

System  name:  1 39  Vehicle  Parking 

System  location:  Maintained  in  Support  Branch,  Directorate  for 
Support,  Defense  Intelligence  Agency,  Washington,  D.C.  20301, 
Duplicate  files  in  Major  Staff  elements. 

Categories  of  individuals  covered  by  the  system:  All  DIA  Personnel 
requiring  vehicle  parking 

Categories  of  records  in  the  system:  File  contains  individual’s  appli¬ 
cation  for  parking  and  related  correspondence 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  310S.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  306(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Verification  of  parking 
authorization,  research  and  reference 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  cabinet 

Retrievability:  Alphabetically  by  name 

Safeguards:  Building  employs  security  guards.  Records  stored  in 
area  accessible  only  to  authorized  personnel 

Retention  and  disposal:  Destroyed  upon  departure  of  individual 
from  DIA 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 


Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Applicant 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DU  0140. 

System  name:  140  Passports  and  Visas 

System  location:  Maintained  in  Support  Branch,  Directorate  for 
Support,  Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  DIA  personnel 
requiring  passports. 

Categories  of  records  in  the  system:  File  contains  passports  and  re¬ 
lated  correspondence. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  safekeep  passports 
until  needed  for  travel  and  obtain  necessary  visas.  Notify  individuals 
to  reapply  when  passport  expires. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  cabinet. 

Retrievability:  Alphabetically  by  name. 

Safeguards:  Building  employs  security  guard.  Records  stored  in 
area  accessible  only  to  authorized  personnel. 

Retention  and  disposal:  Return  to  Dept  of  State  upon  departure  of 
individual  from  DIA. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  die  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Individual  applicant  State  Dept.  Passport 
Office 

Systems  exempted  from  certain  provisions  of  the  act:  None 
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L  DIA  0145 

System  name:  145  Individual  Identification  Records 

System  location:  Defense  Intelligence  Agency,  Counterintelligence 
and  Security  Division,  (DS-6),  Support  Branch  (DS-2C),  Pentagon, 
Washington,  D.C.  20301 

Office  of  the  Secretary,  Defense  Intelligence  Agency  (DIA) 

Categories  of  individuals  covered  by  the  system:  Documents  relating 
to  the  request,  authorization,  issue,  receipt,  surrender,  and  accounta¬ 
bility  records  pertaining  to  identification  badges  for  all  personnel 
authorized  access  to  Defense  Intelligence  Agency  security  areas. 

Categories  of  records  in  the  system:  File  contains  individual's  name, 
social  security  account  number,  physical  description,  photograph, 
and  clearance  certification. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  control  issuance 
and  surrendering  of  Defense  Intelligence  Agency  Security  Badges, 
for  record  Imd  verification. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Vertical  file  cards  and  paper  records  in  file  folders. 

Retrievability:  Alphabetically  by  last  name  of  individual 

Safeguards:  Building  employs  security  guards.  Files  are  maintained 
in  area  accessible  only  to  authorized  personnel  that  a-e  properly 
screened,  cleared,  and  trained.  After  duty  hours  the  files  are  main¬ 
tained  in  a  locked  room. 

Retention  and  disposal:  Files  are  retained  one  year  after  the  in¬ 
dividual  no  longer  requires  the  badge  and  are  then  destroyed  by 
burning. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Information  is  furnished  by  the  individual 
or  by  the  individual’s  security  officer. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0209 

System  name:  209  Legal  Opinions  and  Related  Documentation 


System  location:  Office  of  the  General  Counsel,  Defense  Intel¬ 
ligence  Agency,  The  Pentagon,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Files  involving  legal 
matters  on  individuals. 

Categories  of  records  in  the  system:  Any  correspondence  or  legal 
documentation  relating  to  the  individual. 

Authority  for  maintenance  of  the  system:  Department  of  Pefense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  General  Counsel  -  Legal 
purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Name. 

Safeguards:  Records  are  maintained  in  safes  accessible  only  to 
authorized  personnel. 

Retention  and  disposal:  Records  are  permanent.  They  are  retired  to 
the  Washington  National  Records  Center  1  year  after  file  becomes 
inactive. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  die  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  becord  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTNrSC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Other  offices  within  the  Defense  Intel¬ 
ligence  Agency  and  the  Department  of  Defense. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0230 

System  name:  230  Organization  Planning  and  Manpower 

System  location:  Major  Staff  elements,  Defense  Intelligence  Agen¬ 
cy,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  employees 
(civilian  and  military)  of  the  Division. 

Categories  of  records  in  the  system:  JTDRN,  Manpower  Reduction 
memos,  reports,  JCS  Surveys 

Organizational  and  functional  charts,  personnel  charts  indicating 
grades  and  ratings,  manning  documents  reflecting  the  allotment 
(increase  or  decrease)  of  personnel  spaces  in  the  Agency,  with  re¬ 
lated  documents. 
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Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provides  the  location, 
grade,  job  series  number,  title,  service,  arrival  and  departure  dates, 
strength  figures  (actual  and  authorized)  on  division  personnel  to 
manage  personnel  matters. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Employee  name  or  JDTRN  number 

Safeguards:  Information  is  stored  in  locked  file  cabinets  in  areas  to 
which  access  is  controlled  by  guards.  Information  is  accessible  only 
to  authorized  personnel  that  are  properly  screened,  cleared  and 
trained. 

Retention  and  disposal:  Destroyed  when  no  longer  needed. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Comptroller  manpower  records  and  per¬ 
sonnel  office  records. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0241 

System  name:  241  Administrative  Publications 

System  location:  Resources  and  Management  Division,  Directorate 
for  Support,  Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Personnel  employed 
by  the  Defense  Intelligence  Agency 

Categories  of  records  in  the  system:  DIA  Weekly  Information  Bul¬ 
letin.  Contains  information  regarding  personnel  promotions,  and  spe¬ 
cial  awards. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reference  purposes.  Cir¬ 
culated  within  the  division.  Used  for  general  dissemination  of  infor¬ 
mation  which  is  of  interest  to  employees  of  DIA. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  Chronologically 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained.  They  are  secured  in  locked 
combination  safes. 

Retention  and  disposal:  Temporary.  Destroyed  after  one  year. 

System  manage r(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Information  is  obtained  from  memoran¬ 
dums  furnished  by  various  directorates  in  DIA. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0271 

System  name:  271  Investigations 

System  location:  Inspector  General’s  Office,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Civilian  and  milita¬ 
ry  personnel  employed  by  the  Defense  Intelligence  Agency  inter¬ 
viewed  by  the  Inspector  General  in  the  course  of  making  a  formal  in¬ 
vestigation. 

Categories  of  records  in  the  system:  Documents  relating  to  in¬ 
vestigations  conducted  by  personnel  of  the  Inspector  General’s  Of¬ 
fice. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  developed 
during  an  investigation  is  used  as  a  basis  for  recommendation  for  ac¬ 
tion  to  the  command  element. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folder. 
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Retrievability:  Information  filed  under  the  individual’s  name. 

Safeguards:  Records  are  maintained  in  safes  in  area  accessible  only 
to  authorized  personnel. 

Retention  and  disposal:  Two  years  after  transfer  of  military  person¬ 
nel  and  for  the  term  of  employment  for  civilian  personnel.  After 
these  times,  the  records  will  be  retired  to  the  Washington  National 
Records  Center. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Individuals  interviewed  in  connection 
with  an  investigation. 

Systems  exempted  from  certain  provisions  of  the  act:  Restricted  to 
authorized  personnel  by  DIA  Directive  due  to  confidential  nature  of 
the  investigation.  Individual  outside  the  authorized  personnel  may 
have  acess  to  his  or  her  individual  statement  of  the  investigation  but 
not  to  the  overall  file. 

L  DIA  0272 

System  name:  272  Complaints 

System  location:  Inspector  General’s  Office,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301  * 

Categories  of  individuals  covered  by  the  system:  Civilian  and  milita¬ 
ry  personnel  employed  by  Defense  Intelligence  Agency  who  have 
made  a  complaint  to  the  Inspector  General  or  who  have  been  inter¬ 
viewed  during  the  inquiry  into  a  complaint. 

Categories  of  records  in  the  system:  Documents  and  records  accu¬ 
mulated  during  the  processing  of  complaints  made  by  or  about  an 
employee  of  DIA,  not  requiring  a  formal  investigation. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  510S.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  developed  as 
a  result  of  inquiries  into  complaints  is  used  as  a  basis  for  correcting 
the  condition  which  caused  the  complaint  as  well  as  furnishing  infor¬ 
mation  upon  which  a  reply  is  made  to  the  person  registering  the  com¬ 
plaint. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folder 


Retrievability:  Information  filed  under  the  individual’s  name  mak¬ 
ing  thq  complaint. 

Safeguards:  Records  are  maintained  in  safes  in  area  accessible  only 
to  authorized  personnel. 

Retention  and  disposal:  Two  years  after  transfer  of  military  person¬ 
nel  and  upon  termination  of  employment  of  civilian  personnel. 

System  manageris)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  die  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Individuals  interviewed  in  connection 
with  the  inquiry  into  complaints. 

Systems  exempted  from  certain  provisions  of  the  act:  Restricted  to 
authorized  personnel  by  DIA  Directive  due  to  confidential  nature  of 
investigation.  Individual  outside  the  authorized  personnel  may  have 
access  to  his  or  her  individual  statement  of  the  inquiry  but  not  to  the 
overall  file. 

L  DU  0285 

System  name:  285  Director’s  Correspondence  File. 

System  location:  Office  of  the  Secretary,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Military  and  civilian 
employees  of  DIA. 

Categories  of  records  in  the  system:  Duplicate  copies  of  correspon¬ 
dence  on  DIA  employees. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  oof  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  File  maintained  of  all  cor¬ 
respondence  signed  by  members  of  the  Command  Element  (Director, 
Deputy  Director,  Chief  of  Staff)  of  DIA. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Maintained  for  period  of  three  years  by  Secretary,  DIA;  ' 
then  retired  to  WNRC  as  a  permanent  file. 

Retrievability:  By  date  required;  otherwise,  manual  page-by-page 
search  required. 

Safeguards:  Personnel  in  immediate  office  of  the  Secretary,  DIA, 
have  access  to  Director’s  Correspondence  File;  locked  in  safe  after 
regular  work  hours. 
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Retention  and  dUpoanl:  Permanently. 

System  manager!*)  and  adless:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Correspondence  is  prepared  by  all  ele¬ 
ments  of  DIA. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0330 

System  name:  330  Civilian  Payroll/Eamings  and  Leave  Statements 

System  location:  Directorates  and  Major  Staff  elements.  Defense 
Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  of  DIA. 

Categories  of  records  in  the  system:  Records  include  time  and  at¬ 
tendance;  pay  and  payroll;  leave;  income  withholding  tax;  FICA  tax; 
Civil  Service  retirement  contributions;  life  and/or  health  insurance; 
savings  bond  deductions;  special  payments  and  claims;  unemploy¬ 
ment  compensation;  miscellaneous  deductions  and  collections;  and 
related  data. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  records  on 
employees  attendance  at  work  for  official  pay  and  leave  purposes. 
Schedule  leave  for  employees  to  insure  reasonable  absences  with 
permission  for  proper  functioning  of  the  office. 

Branch  Chief,  supervisors,  individuals  concerned  and  timekeepers 
may  review  to  determine  leave  status,  income  tax  withheld,  FICA 
tax,  retirement  contributions,  life  and/or  health  insurance,  savings 
bond  deductions,  special  payment  and  claims,  overtime  worked, 
miscellaneous  deductions  and  related  data 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrkvability:  By  employee  name 

Safeguards:  Information  stored  in  locked  cabinets  in  area  con¬ 
trolled  by  guards 

Retention  and  disposal:  Maintained  one  year  and  destroyed. 


System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  die  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  U.S.  Army  Military  District  of  Washing¬ 
ton,  Finance  and  Accounting  Office,  ATTN:  ANFINW-D,  Forrestal 
Building,  Washington,  D.C. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DU  0400 

System  name:  400  Production  Control  System 

System  location:  Defense  Intelligence  Agency,  Directorate  for  In¬ 
formation  Systems,  Administrative  Division,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  Military  and 
Civilian  Records  Directorate  for  Information  Systems  Personnel 

Categories  of  records  in  the  system:  File  consists  of  the  following 
category  listings:  Master  File,  Projected  Departure,  Telephone 
Directory  (Alphabetic),  Telephone  Director  (Division  Sort),  Pro¬ 
grammer  List  (Alphabetic),  and  Programmer  List  (Numeric). 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Any  personnel  action  not 
listed  or  covered  by  Record-Category  section  of  this  report. 

To  know  location  of  all  Directorates  for  Information  Systems  per¬ 
sonnel 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  portion  is  stored  in  computer  banks  in  Systems 
Operations  Division,  Directorate  for  Information  Systems  at  B  Build¬ 
ing,  Arlington  Hall  Station.  One  complete  copy  is  produced  and 
stewed  in  a  safe  by  the  Administrative  Division,  Directorate  for  Infor¬ 
mation  Systems.  A  copy  of  the  Programmer  List  is  produced  for 
Systems  Operations  Division.  A  telephone  listing  is  produced  for  per¬ 
sonnel  in  the  Directorate  for  Information  Systems,  the  Administra¬ 
tive  Division,  the  Systems  Management  Division,  the  Field  Systems 
Division,  the  Advanced  Systems  Division,  the  Applied  Systems  Divi¬ 
sion,  the  Systems  Operations  Division  and  the  Systems  Security 
Division.  Manual  portion  stored  in  safes. 

Retrievability:  A  request  has  been  made  of  Systems  Operations 
Division,  Directorate  for  Information  Systems,  to  make  a  monthly 
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run  for  the  Administrative  Division.  Category  listings  that  may  be 
withdrawn  from  the  Computer  Banks  are  the  Master  File,  the  Pro¬ 
jected  Departure,  Telephone  Directory  (Alphabetical),  Telephone 
Directory  (Division  Sort),  Programmer  Numbers  (Alphabetical),  and 
Programmer  Numbers  (Numeric).  Manual. 

Safeguards:  Documents/computer  banks  are  located  on  a  guarded 
military  post  in  a  building  guarded  by  a  civilian  guard  force  24  hours 
a  day.  This  building  has  a  fence  with  barbed  wire  around  its  perime¬ 
ter.  In  addition,  access  is  limited  by  the  Administrative  Division 
Chief  on  a  strict  need-to-know  on  all  personnel  actions. 

Retention  and  disposal:  Information  is  deleted  from  this  file  when 
personnel  depart  the  Directorate  for  Information  Systems,  Defense 
Intelligence  Agency. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Individual 

Military  Personnel,  Defense  Intelligence  Agency 

Civilian  Personnel,  Defense  Intelligence  Agency 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0413 

System  name:  413  Service  Record  Card  (SF-7)  File 

System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel  Career  Development  and  Training,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  former  Agency 
civilian  employees 

Categories  of  records  in  the  system:  Brief  extract  of  official  person¬ 
nel  actions,  employee  status  and  service. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Verification  of  employ¬ 
ment  with  the  Agency. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  record  in  card  box 

Retrievability:  Filed  alphabetically. 


Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  locked  filing  cabinets  in  areas  accessible  only  to  authorized 
personnel  that  are  property  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  manager!*)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person's  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Official  personnel  or  management  records 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0414 

System  name:  414  Supervisor’s  Records  of  Employees 

System  location:  Decentralized  segments  -  each  first  line  supervisor 
in  Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Each  civilian. 

Categories  of  records  in  the  system:  Form  contains  employee 
identification,  records  of  positions  held,  pay  rate,  emergency  ad¬ 
dress,  notations  of  discussions,  social  security  number,  dates  of  em¬ 
ployment,  personnel  actions,  training,  evaluations,  promotions  and 
other  related  data. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  'Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Immediate  supervisor  of 
each  individual,  records  employment  progression  and  assists  in 
management  of  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  record  in  file  folder. 

Retrievability:  Filed  by  surname. 

Safeguards:  Agency  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
property  screened,  cleared  and  trained. 

Retention  and  disposal:  Forwarded  to  Civilian  Personnel  Office 
when  employee  leaves  Agency. 

System  manager!*)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 
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Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Information  furnished  by  civilian  person¬ 
nel  forms,  entered  by  supervisors,  provided  by  the  Security  Office, 
or  other  Federal  agencies.  Provided  by  finance  office. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0416 

System  name:  416  Civilian  Personnel  Administrative  Records 

System  location:  Offices  of  DIA,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  Civilian  em¬ 
ployees 

Categories  of  records  in  the  system:  SF  32  Request  for  Personnel 
Actions;  DIA  30  Notice  of  Personnel  Action;  DIA  673  Employee 
Career  Appraisal;  DIA  257  Notice  of  Completion  of  Trial  Period; 
DIA  350  Recommendation  for  Performance  Rating;  Letters  of  Ap¬ 
preciation;  DIA  2515  Payroll  Change  Slip;  DIA  300  Position  Descrip¬ 
tion;  Employee  Notification  Under  Fair  Labor  Standards  Amend¬ 
ments  (FLSA)  of  1974;  DD  1654  Request  and  Authorization  for  DoD 
Civilian  Permanent  Duty  Travel;  Accomplishment  of  Forms  Memo; 
DIA  309  Supervisor’s  Record  of  Employee;  DD  1610  Request  & 
Authorization  for  TDY  of  DoD  Personnel;  Letter  Orders;  SF  161  Ex¬ 
ecutive  Inventory  Records;  Notice  of  Change  of  Health  Benefits  En¬ 
rollment;  DIA  22  Security  Agreement;  Position  Abolishment,  Offer 
of  Reassignment;  Updating  of  BI  Memo;  790  Mass  Change;  DIA  185 
Incoming  Clearance  Check  List  for  Civilian  &  Military  Personnel; 
Accomplishment  of  Forms;  SA  4A  Assignment  of  Enlisted  Person¬ 
nel;  SF  171  Personal  Qualification  Statement;  CSC  680  U.S.  CSC 
Certificate  of  Proficiency;  SF  2801 A  Application  for  Total  Disability 
Retirement;  Request  for  Advance  Sick  Leave;  Notice  of  Reduction- 
in-Force  Memo;  DIA  350  Recommendation  for  Performance  Recogni¬ 
tion;  Entitlement  to  5  Point  Veteran  Preference  Under  PL  89  358; 
Request  for  Maternity  Leave;  Medical  Statements  pertaining  to  sick 
or  maternity  leave;  Application  for  Leave;  Outgoing  Clearance  Check 
List  for  Civilian  Personnel;  Request  for  SI/SAO  Clearance;  DD  1155 
Order  for  Services,  Special  Training;  U.S.  Dept  of  Agriculture  Grad¬ 
uate  School,  Information  Records;  Exercise  of  Reemployment  Rights 
&  Extension  of  Return  Claim  for  Compensation;  DA  750  Record  of 
Training;  Information'  File  Questionnaire,  Request  for  Debriefing; 
DIA  22  DIA  Secrecy  Agreement;  DIA  840  Assignment  &  Travel 
Restriction;  SF  1164  Claim  for  Reimbursement  for  Expenditures  on 
Official  Business;  Letters  of  Recommendation;  SF  57  Application  for 
Federal  Employment;  Specimen  Signatures  for  COSMIC,  NATO, 
SEATO  and  CENTO  Material;  JCS  8  Request  for  JCS  Temporary 
Pass;  DA  1727  Application,  Change,  Cancellation  for  U.S.  Savings 
Bonds,  Off-Duty  Employment  Form,  Billet  Realignment  Memo; 
Earnings  and  Leave  Statement;  Biographical  sketch. 


Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  maintained 
for  administrative  processing  of  civilian  personnel  actions. 

For  use  in  order  to  have  a  record  of  requests  for  personnel  action 
on  employees.  Used  for  follow-up  with  Personnel  Office;  used  for 
employee  resignations;  used  to  request  Personnel  Office  to  take 
recruit  action  to  fill  vacant  positions.  Review  to  determine  leave 
taken,  leave  balance,  bonds  purchased,  overtime  worked  pay  and 
deductions  from  pay.  Furnishes  a  basis  for  planning  and  controlling 
work  assignments,  accounting  for  time  expenditure,  and  improving 
personnel  production. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  By  employee’s  name 

Safeguards:  Information  is  stored  in  locked  file  cabinets  in  areas  to 
which  access  is  controlled  by  guards.  Information  is  accessible  only 
to  authorized  personnel  that  are  properly  screened,  cleared  and 
trained. 

Retention  and  disposal:  Records  are  semi-permanent,  subject  to 
frequent  administrative  change,  destroyed  when  employee  leaves  of¬ 
fice  permanently. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Civilian  Personnel  Office,  PM-1,  forms 
for  requests,  approvals,  change  in  status,  correspondence,  board  ac¬ 
tion,  administrative  notifications. 

Position  description  developed  by  first  line  supervisor.  Employee 
Career  Appraisal  developed  by  first  line  supervisor.  Awards 
developed  from  within  and  outside  the  Agency,  as  appropriate. 

U.S.  Army  Finance  Office,  timekeeper 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DU  0420/01 

System  name:  420/1  Defense  Special  Career  Automated  System 

System  location:  Resources  and  Management  Division,  Directorate 
for  Support,  Defense  Intelligence  Agency,  Washington,  D.C.  20301 
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Civilian  Personnel  Division,  Deputy  Director  for  Personnel,  Career 
Development,  and  Training,  Defense  Intelligence  Agency,  Washing¬ 
ton,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  DIA  civilian 
employees  who  have  established  individual  development  plans,  sub¬ 
mitted  career  appraisal  forms,  or  corresponded  with  the  Personnel 
Office. 

Categories  of  records  in  the  system:  Correspondence  form  em¬ 
ployees  regarding  training,  individual  development  plans,  career  ap¬ 
praisals,  and  other  materials  directly  related  to  individual  training  and 
development. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Personnel  officials  deter¬ 
mine  immediate  training  objectives  and  long-term  career  goals  for  in¬ 
dividual  employees;  determine  past  training  objectives;  provide  other 
information  on  individuals  directly  related  to  their  training  and 
development. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  alphabetically. 

Safeguards:  Buildings  have  security  guards.  Records  are  maintained 
in  locked  file  cabinet  in  training  office. 

Retention  and  disposal:  Records  are  retained  only  for  present  em¬ 
ployees.  Purge  and  destruction  of  records  for  past  employees  is  con¬ 
ducted  periodically. 

System  manager(s)  and  address:  Records  Management  Officer. 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Training  or  career  related  information  in¬ 
itiated  by  the  individual  employee  or  his  immediate  supervisor  or  cor¬ 
respondence  related  to  employees  training  such  as  grade  reports  or 
certificates  of  completion  or  memoranda  for  the  record  related  to  in¬ 
dividual  training  and  development. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0430 

System  name:  430  Complaints/Investigations 


System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development  and  Training,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Any  civilian  em¬ 
ployee  or  applicant  who  has  filed  a  formal  written  EEO  complaint 

Categories  of  records  in  the  system:  File  contains  the  formal  com¬ 
plaint,  witness  statements,  documentation  of  investigation  and  coun¬ 
seling,  and  all  correspondence  generated  by  processing  of  the  com¬ 
plaint/investigation. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Director  EEO  records  and 
monitors  the  entire  complaint/investigation,  appoints  an  investigation 
officer. 

EEO  Investigation  Officer  records  all  findings  and  statements  from 
and  for  complainant,  witnesses,  representatives  and  officials  in  and 
outside  the  agency,  as  required,  to  document  the  action. 

Director  or -his  designated  representative-review  complaint  file  and 
make  decision. 

Appeals  Review  Board,  Civil  Service  Commission-review  com¬ 
plaint  and  make  final  decision. 

Complainant  Representative-receives  copies  of  all  documentation 
for  representation  purposes. 

Complainant-receives  complete  investigative  record  and  results. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  alphabetically 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  locked  filing  cabinets  in  areas  accessible  only  to  authorized 
personnel  that  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  retained  in  active  file,  in  ac¬ 
cordance  with  applicable  statute  for  seven  years  after  completion, 
then  destroyed  by  burning. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 
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Record  source  categories:  Statements  and  documents  for  com¬ 
plaint/investigation  support  from  witnesses,  representatives,  super¬ 
visors  and  managers,  lawyers,  doctors,  and  civil  and  federal  officials. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0430/01 

System  name:  430/1  Employee  Grievances  and  Appeals 

System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development  and  Training,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Any  formal  written 
grievance  from  any  DIA  civilian  employee 

Categories  of  records  in  the  system:  File  contains  the  civilian  em¬ 
ployee  grievance/appeal,  supervisor’s  endorsements  and  supporting 
material,  the  appointment  of  the  Grievance/Appeals  Examiner,  the 
grievance/appeals  investigative  report  and  action  taken  as  result  of 
findings. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Civilian  employee  and 
management  officials  of  concerned  employee  maintain  a  portion  of 
the  grievance  during  initial  processing. 

Personnel  Office  reviews  to  determine  validity  of  adjudication.  Ex¬ 
amines  investigation  for  completeness.  Accomplishes  actions  as 
directed. 

Grievance/Appeals  Examiners  investigates  grievance,  gathers  sup¬ 
porting  data  through  review  of  regulations,  interviews  and  takes 
sworn  statements  and  recommends  action  to  be  taken. 

Deputy  Director  of  the  civilian  employee  concerned  reviews  in¬ 
vestigation  file  for  possible  resolution. 

Chief  of  Staff  -  Reviews  investigation  findings  and  recommenda¬ 
tions,  and  determines  appropriate  action  to  be  taken. 

Civilian  employee  is  furnished  a  complete  copy  of  grievance/appeal 
after  completion. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  locked  filing  cabinets  in  areas  accessible  only  to  authorized 
personnel  that  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  retained  in  active  file  seven 
years  after  completion,  then  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 


Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Agency  management  and  personnel  offi¬ 
cials;  Grievance/ Appeals  Examiner. 

Systems  exempted  from  certain  provisions  of  the  act:  None 

L  DU  0435 

System  name:  435  DIA  Awards  Files 

System  location:  Primary  System-Military  Personnel  Division,  Per¬ 
sonnel,  Career  Development  and  Training  Directorate,  Defense  Intel¬ 
ligence  Agency.  Other  DIA  Offices. 

Retired  Segment- Washington  National  Record  Center,  General 
Services  Administration. 

Categories  of  individuals  covered  by  the  system:  Personnel  who  are 
recommended  for  a  decoration  or  award  while  assigned  to  the 
Defense  Intelligence  Agency. 

Categories  of  records  in  the  system:  Original  recommendation, 
original  letter  order,  record  of  board  action  and  citation  when 
required. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Personnel  Division-To  ad¬ 
ministratively  control  and  process  the  recommendation,  to  prepare 
award  elements  for  approved  recommendations,  to  prepare  statistical 
data  when  required,  to  maintain  board  results. 

DIA  Awards  Board-To  evaluate  and  make  a  decision  regarding 
each  recommendation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Alphabetically  by  last  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  metal  file  cabinets  that  are  locked  when  not  in  use  and  are 
accessible  only  to  authorized  personnel. 

Retention  and  disposal:  Record  file  is  cutoff  annually,  retained  for 
one  year  and  retired  to  the  Washington  National  Record  Center. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 
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Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Personnel  data  extracted  from  personnel 
records. 

Personal  account  of  the  deed  or  event  witnessed  by  the  individual 
originating  the  recommendation. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0436 

System  name:  436  Incentive  Awards 

System  location:  Directorates  and  Major  Staff  elements.  Defense 
Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  Civilian  Person¬ 
nel  assigned  who  have  had  an  Incentive  Award  in  last  year. 

Categories  of  records  in  the  system:  Memo  from  Personnel,  Career 
Development,  and  Training  Directorate. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  maintained 
for  administrative  processing  of  civilian  personnel  actions.  Users  are 
personnel  located  in  the  Resources  and  Management  Division  who 
have  sole  responsibility  for  preparing  all  actions  relative  to  civilian 
employees.  Information  is  not  disseminated  outside  the  division; 
however  immediate  supervisors  may  review  master  files  for  their  em¬ 
ployees. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  Records  in  file  folders 

Retrievability:  By  name 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  locked  safes  in  areas  accessible  only  to  authorized  person¬ 
nel  who  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Temporary,  retain  one  year,  destroy. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  die  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that  what 
cost  is  involved  is  acceptable  or  acceptable  up  to  a  specified 
limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 


Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  A  TIN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Personnel,  Career  Development  and 
Training  Directorate  and  person  preparing  the  recommendation  for 
award. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0436/01 

System  name:  436/1  Classified  Letters  of  Appreciation  File 

System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel.  Career  Development  and  Training,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Current  civilian  em¬ 
ployees  who  have  received  classified  letters  of  appreciation. 

Categories  of  records  in  the  system:  Correspondence  file  containing 
Letters  of  Appreciation  and  related  documents. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Civilian  Personnel  Division 
-  custodian 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  paper  envelopes 

Retrievability:  Filed  alphabetically 

Safeguards:  Security  guards  on  duty  at  building  location.  Records 
are  stored  in  a  locked  file  cabinet. 

Retention  and  disposal:  Only  records  of  currently  employed  in¬ 
dividuals  are  maintained.  Records  concerning  separated  employees 
are  purged  at  six  month  intervals  and  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Management  officials  of  Federal  agencies 
and  other  activities  initiating  the  letters. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
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System  name:  440  Requests  for  Reassignment 

System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development,  and  Training,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  coveted  by  the  system:  All  DIA  employees 
who  have  requested  reassignment  to  another  element  within  the 
Agency. 

Categories  of  records  in  the  system:  Requests  for  reassignment  sub¬ 
mitted  by  DIA  employees  with  recommendations/indorsements  by 
management  and  personnel  officials. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Employees  of  the  person¬ 
nel  office  use  this  file  as  a  staffing  source  by  relating  the  qualifica- 
tionsand  interests  of  employees  to  existing  vacancies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  alphabetically 

Safeguards:  Files  are  maintained  in  areas  accessible  only  to  em¬ 
ployees  of  the  Personnel  Office  and  are  kept  in  cabinets  locked  with 
combination  locks.  The  Civilian  Personnel  Division  is  located  in  a 
building  with  security  guards  on  duty  24  hours  a  day. 

Retention  and  disposal:  Requests  are  retained  active  for  6  months 
and  then  destroyed. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
.  specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Management  and  personnel  officials. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0440/01 

System  name:  440/1  Qualifications,  Placements  and  Promotions 

System  location:  Directorate  for  Support,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 


Categories  of  individuals  covered  by  the  system:  Entry  Level  Profes¬ 
sional,  Clerical  Pool,  Overages,  Stenos  within  the  Support 
Directorate 

Categories  of  records  in  the  system:  Plain  bond  paper  listing  in  each 
category. 

Personnel  action  requests  for  placement  and  promotions,  merit 
selection  certificates  by  number 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  a  record  on 
pending  requests  and  actions  and  avoid  duplicate  requests  or  duplica¬ 
tion  of  effort. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  By  employee  name 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  locked  safes  in  areas  accessible  only  to  authorized  person¬ 
nel  who  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Temporary,  destroy  when  no  longer 
needed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  die  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Personnel,  Career  Development  and 
Training  Directorate. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DU  0442 

System  name:  442  Applicants  for  employment 

System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development,  and  Training,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  job  applicants 
being  considered  for  possible  employment  in  DIA. 

Categories  of  records  in  the  system:  Contains  one  or  more  of  the 
following:  individuals  application/resume  for  employment;  application 
control  card;  academic  transcripts;  employment  inquiries;  character 
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reference  inquiries;  employment  verifications;  personal  interview 
record;  typings  stenography  and/or  language  proficiency  test  scores; 
security  nomination  and  determination;  and  related  correspondence 
pertaining  to  the  preceding. 

Authority  for  mamtenaiice  at  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  196},  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  Continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Personnel, 
Security,  management  officials  of  the  Agency  to  determine  appli¬ 
cant’s  total  qualifications  for  possible  appointment  in  DLA.  Used  by 
Personnel  Office  to  establish  the  initial  employee  file. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically. 

Safeguards:  Files  are  maintained  in  areas  accessible  only  to  em¬ 
ployees  of  the  Personnel  Office  and  are  kept  in  cabinets  locked  with 
combination  locks.  The  Civilian  Personnel  Division  is  located  in  a 
building  with  security  guards  on  duty  24  hours  a  day. 

Retention  and  disposal:  Applications/resumes  for  which  there  is  no 
interest  or  appropriate  vacancy  for  which  applicant’s  qualifications 
can  be  utilized  are  returned  to  the  applicant.  Applications/resumes 
retained  for  future  employment  consideration  to  meet  the  anticipated 
Agency  personnel  requirements  are  filed  in  active  files  for  6  months, 
then  filed  in  inactive  files  for  6  months  and  then  destroyed.  Applicant 
files  resulting  in  appointment  are  maintained  in  accordance  with  ap¬ 
plicable  Federal  Personnel  Manual  and  Agency  procedures  and  regu¬ 
lations.  Applicant  files  not  resulting  in  appointment  are  filedinactive 
for  6  months  and  then  destroyed.  Application  control  cards  are  rou¬ 
tinely  destroyed  at  the  end  of  the  calendar  year  following  the  year  in 
which  the  employment  inquiry  is  received. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DLA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  inchvidual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Personnel,  Security,  and/or  management 
officials  of  the  Agency;  present  and/or  previous  employers;  educa¬ 
tional  institutions  attended;  character  references;  Federal  agencies; 
medical  records,  other  agencies  or  persons  who  may  have  referred 
the  applicant. 

Systems  exempted  from  certain  provisions  of  the  act:  None 


L  DIA  0443 

System  name:  443  Job  Opportunities  (Selection  of  High  Potential  Em¬ 
ployees) 

System  location:  Resources  and  Management  Division,  Directorate 
for  Support,  Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Employees  recom¬ 
mended  for  the  program  that  are  assigned  to  the  Support  Directorate. 

Categories  of  records  in  the  system:  Memo  to  Personnel,  Career 
Development  and  Training  Directorate. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  maintained 
for  administrative  processing  of  civilian  personnel  actions.  Users  are 
personnel  located  in  the  Resources  and  Management  Division  who 
have  sole  responsibility  for  preparing  all  actions  relative  to  civilian 
employees.  Information  is  not  disseminated  outside  the  division; 
however  immediate  supervisors  may  review  master  files  for  their  em¬ 
ployees. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  By  name 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  locked  safes  in  areas  accessible  only  to  authorized  person¬ 
nel  that  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Temporary,  destroy  when  no  longer 
needed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DLA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Division  level  within  the  Support 
Directorate. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0451 

System  name:  451  Position  Ascriptions 

System  location:  Directorates  and  Major  Staff  elements.  Defense 
Intelligence  Agency,  Washington,  D.C.  20301 
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Categories  of  individuals  covered  by  the  system:  All  personnel  as¬ 
signed  to  DIA. 

Categories  of  records  in  the  system:  File  contains  job  descriptions, 
qualifications  requirements  pursuant  to  DIAR  21-11. 

File  contains  description  of  duties  of  each  established  position. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5103.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Managers  and  supervisors; 
records  duties  ascribed  to  incumbent  of  each  established  position. 

To  provide  new  employees  with  a  copy  of  their  position  descrip¬ 
tion;  for  use  by  supervisors  in  preparing  performance  evaluations; 
for  reference  as  to  position  titles  and  numbers. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  maintained  in  file  folder. 

Retrievability:  By  name. 

1  Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  an  area  accessible  only  to  authorized  personnel  who  are 
screened,  cleared  and  trained. 

Retention  and  disposal:  Files  are  retained  until  incumbent  departs 
and  are  then  destroyed  by  burning. 

System  manager!*)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Information  is  obtained  from  Defense  In¬ 
telligence  Agency  Personnel  Division.  Supervisors  revise  and  update 
positions  as  required. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DU  0460/01 

System  name:  460/1  DU  Form  209 

System  location:  Administrative  Office,  Directorate  for  Scientific 
and  Technical  Intelligence,  Defense  Intelligence  Agency,  Washing¬ 
ton,  D.C.  20301 

Defense  Intelligence  Agency,  Directorate  for  Management  and 
Plans,  DP;  DP-1;  DP-1  A;  DP-1B;  DP-2;  DP-2  A;  DP-2B;  DP-2C;  DP- 
2D;  DP-3;  DP-3  (USIB),  Pentagon,  Washington,  D.C.  20301 


Categories  of  individuals  covered  by  the  system:  All  as¬ 
signed/attached  military  personnel 

Categories  of  records  in  the  system:  File  contains  military  adminis¬ 
trative  information  relative  to  DIAR  22-14B 

Contains  record  of  rating  official  for  each  military. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  naers  and  the  purposes  of  such  uses:  Administrative  Office  -  to 
assign  responsibility  for  preparation  of  military  effectiveness/  fitness 
reports. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folder. 

Retrievability:  Filed  alphabetically  by  surname  of  each  military 

Safeguards:  Agency  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Destroyed  when  superseded  or  incumbent 
transferred. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  From  organization  record. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0470 

System  name:  470  Military  Service  Administrative  Records 

System  location:  Directorates  and  major  staff  elements.  Defense  In¬ 
telligence  Agency,  Washington  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  Active  duty  military 
personnel  assigned  to  Defense  Intelligence  Agency. 

Categories  of  records  in  the  system:  Work  files  containing  copies  of 
leaves,  transmittal  letters,  personnel  rosters,  personnel  actions,  loca¬ 
tor  cards,  diaries,  copies  of  orders,  letters  of  appreciation,  in/out- 
processing  clearance  records,  record  briefs,  assignment  memoranda. 

Aviation  Service  Data,  biography,  DIA  Form  209  (Duty  Assign¬ 
ment  Memorandum),  DD  1555,  Welcoming  Letters,  AF  707,  NAV- 
PERS  1611/1,  Indorsements  % 
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Letters.  Letters  of  Appreciation  and  indorsements,  DIA  Form  780 
(Off-duty  Employment  Report),  trip  reports,  finance  documents, 
physical  examinations. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provides  supervisory  and 
management  personnel  with  employment  actions  and  history  of  their 
personnel.  Disclosure  to  law  enforcement  or  investigatory  authorities 
for  investigation  and  possible  criminal  prosecution,  civil  court  action, 
or  regulatory  order. 

Military  Personnel  Division  -  For  the  personnel  management  of  the 
individuals  while  assigned  to  the  Defense  Intelligence  Agency. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  visible  file  cards. 

Retrievability:  By  name,  SSAN,  and  Military  Service. 

Safeguards:  Filed  in  metal  cabinets  that  are  locked  when  not  in  use. 
Access  is  limited  to  supervisory  personnel  and  personnel  responsible 
for  personnel  administration.  Building  employs  security  guards. 

Retention  and  disposal:  Except  for  locator  card,  file  is  destroyed 
six  months  after  departure  of  individual  from  the  Defense  Intel¬ 
ligence  Agency.  Locater  card  retained  for  future  reference. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C,  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  naiqe,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person's  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Military  personnel  records  for  personal 
data;  Defense  Intelligence  Agency  assignment  officer  for  assignment 
data;  and  current  supervisor  regarding  duty  assignments,  duty  per¬ 
formance  and  changes. 

Individual,  previous  employers,  academic  institutions,  present  or¬ 
ganization  of  employment  as  well  as  copies  of  data  possibly 
generated  by  the  individual’s  parent  Service. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0480 

System  name:  480  Reserve  Training  Records 

System  location:  Directorates  and  major  staff  elements.  Defense  In¬ 
telligence  Agency,  Washington,  D.C.  20301. 


Categories  of  individuals  covered  by  the  system:  Military  Reserve 
personnel  who  have  performed  active  duty  training  with  the  Defense 
Intelligence  Agency  or  corresponded  with  the  Defense  Intelligence 
Agency  regarding  reserve  matters. 

Categories  of  records  in  the  system:  Files  contain  papers  regarding 
annual  active  duty  training,  assignments  utilization,  biographical  data, 
security  clearance  verification,  orders,  correspondence  with  the  in¬ 
dividual. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  th*  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  u>  :  Military  Personnel  Divi¬ 
sion  and  the  Defense  Intelligence  Agenc>  staff  elements  for  the  ad¬ 
ministration,  control  and  utilization  of  the  reservists. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Alphabetically  by  name. 

Safeguards:  Records  stored  in  metal  cabinets  that  are  locked  when 
not  in  use.  Buildings  are  controlled  by  security  guards.  Files  are  ac¬ 
cessible  to  authorized  personnel  only. 

Retention  and  disposal:  Records  are  temporary  and  are  destroyed 
one  year  after  reservists  become  inactive. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:.  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Military  personnel  information  from  the 
Services;  application  and  biographical  data  from  individuals 
requesting  active  duty;  assignment  and  training  information  from 
Defense  Intelligence  Agency  staff  elements. 

Information  is  obtained  from  Defense  Intelligence  Agency  Person¬ 
nel  Division,  investigative  files,  rating  officials  and  the  individual 
concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0490 

System  name:  490  Military  Personnel  Procurement 

System  location:  Military  Personnel  Division,  Personnel,  Career 
Development  and  Training  Directorate,  the  Defense  Intelligence 
Agency. 
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Resources  and  Management  Division,  Directorate  for  Support, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  Individuals  covered  by  the  system:  Military  personnel 
assigned  to  the  Directorate  for  Support  who  will  depart  during  the 
current  year/month. 

All  military  personnel  nominated  by  the  Services  for  assignment  to 
the  Defense  Intelligence  Agency. 

Military  personnel  who  have  served  a  tour  of  duty  with  the 
Defense  Intelligence  Agency  and' who  have  been  nominated  for  as¬ 
signment  and  not  selected. 

Categories  of  records  In  the  system:  File  contains  biographical  data, 
assignment  information,  forwarding  address  for  referral  purposes. 

List  of  personnel  departing,  during  a  particular  month,  by  division, 
name,  rank  and  social  security  number. 

Services’  nomination  letter,  military  personnel  qualification  and 
classification  record.  Military  Procurement  Data  Card. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  maintained  as 
a  check  list  to  insure  all  replacement  actions  have  been  completed 
for  the  month  indicated  on  the  list.  Users  are  personnel  located  in  the 
Resources  and  Management  Division  who  have  a  need  to  know.  In¬ 
formation  is  not  disseminated  outside  the  division. 

Military  Personnel  Division  -  To  evaluate  nominees  qualification 
for  assignment  to  the  Defense  Intelligence  Agency. 

Defense  Intelligence  Agency  Staff  Elements  -  To  evaluate 
nominees  qualification  for  assignment  to  the  Defense  Intelligence 
Agency. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  chronologically 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained.  They  are  secured  in  locked, 
combination  safes  or  file  cabinets. 

Retention  and  disposal:  Temporary  •  Nominations  resulting  in  as¬ 
signments  files  are  maintained  until  nominee  departs  the  Defense  In¬ 
telligence  Agency  then  file  is  destroyed  except  for  Military  Procure¬ 
ment  Data  Card  that  is  used  for  future  reference.  Nominations  not 
accepted  for  assignment  file  is  destroyed  except  for  Military  Procure¬ 
ment  Card. 

System  manager^)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or<other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that  ' 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 


Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  h»r  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Military  personnel  records  and  informa¬ 
tion  recorded  by  personnel  clerks  assigned  to  the  Military  Personnel 
Division. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DU  0530 

System  name:  530  Intelligence  Collection  Records 

System  location:  Defense  Source  Register  Branch,  Deputy  Director 
for  Collection  Human  Source  Requirements  and  Support  Division, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Federal  Records  Center,  Suitland,  Md. 

Categories  of  individuals  covered  by  the  system:  Biographic  and 
classified  data  related  to  a  classified  mission. 

Categories  of  records  in  the  system:  Biographic  and  classified  data 
related  to  a  classified  mission. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  die 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Use  of  the  files  is  clas¬ 
sified  and  limited. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  on  microfilm  aperture 
cards. 

Retrievability:  All  material  is  filed  numerically  by  a  dossier  number 
and  cross-referenced  to  a  machine  listing  by  name,  alphabetically. 

Safeguards:  The  office  is  in  an  alarmed  area,  in  a  building  employ¬ 
ing  security  guards.  Records  are  maintained  in  areas  accessible  only 
to  authorized  personnel. 

Retention  and  disposal:  Records  are  permanent.  They  are  retained 
in  the  office  until  one  year  after  termination  of  utilization,  then 
retired  to  the  Federal  Records  Center. 

System  managers)  and  address:  Deputy  Director  for  Collection, 
Headquarters,  Defense  Intelligence  Agency,  the  Pentagon,  Washing¬ 
ton,  D.C. 

Notification  procedure:  See  EXEMPTION. 

Record  access  procedures:  See  EXEMPTION. 

Contesting  record  procedures:  See  EXEMPTION. 

Record  source  categories:  See  EXEMPTION. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  Defense  Intelligence  Agency, 
ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

L  DU  0590 

System  name:  590  Defense  Intelligence  Special  Career  Automated 
System  (DISCAS) 

System  location:  Defense  Intelligence  Agency  Directorate  for  Per¬ 
sonnel,  Career  Development  and  Training,  Civilian  Career  Develop¬ 
ment  Branch  (PM-3A),  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  The  provisions  of 
this  career  program  apply  to  DoD  civilian  positions  and  employees, 
grades  GS-05  and  above,  that  meet  the  criteria  for  the  job  series 
described  below.  Intelligence  personnel  assigned  to  the  National 
Security  Agency  (NSA)  and  the  Service  Cryptologic  Agencies  (SCAs) 
are  excluded. 

GS-0132  Intelligence  Series  positions  which  are  concerned  with  ad¬ 
vising,  administering,  supervising,  or  performing  work  in  the  collec¬ 
tion,  processing,  analysis,  production,  evaluation,  interpretation,  dis¬ 
semination,  and  estimation  of  intelligence  information. 

All  scientific  and  technical  positions  engaged  in  targeting  and/or 
the  engineering,  physical,  or  technical  sciences  in  an  intelligence 
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function,  which  are  assigned  to  an  organizational  component  per¬ 
forming  an  intelligence  function. 

Professional  positions:  (a)  which  are  assigned  to  an  organizational 
component  performing  an  intelligence  function;  (b)  in  which  a  majori¬ 
ty  of  the  incumbent’s  time  is  spent  advising,  administering,  supervis¬ 
ing  or  performing  work  in  the  collection,  processing,  analysis, 
production,  evaluation,  interpretation,  dissemination,  and  estimation 
of  intelligence  information  or  in  the  planning,  programming  and 
management  of  intelligence  resources;  and  (c)  when  a  requirement 
for  staffing  the  position  includes  specialized  experience  in  intel¬ 
ligence  work. 

Categories  of  records  in  the  system:  File  contains  individual  person¬ 
nel  forms  and  substantiating  documents,  such  as  Notification  of  Per¬ 
sonnel  Action  (SF-50),  Employee  Qualification  Record  (DD  Form 
1932),  Employee  Qualification  Record  (Supplement)  (DD  Form 
1932s),  and  Employee  Career  Appraisal  (DD  Form  1917  (Test)). 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  510S.21,  dated  August  1,  1961.  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

DoD  Directive  1430.2,  ’Assignment  of  Responsibility  for  Civilian 
Career  Program,’  May  9,  1966,  and  DoD  Directive  5010.10, 
'Intelligence  Career  Development  Program’  (ICDP),  August  9,  1972, 
authorized  the  Director.  Defense  Intelligence  Agency  to  be  functional 
director  of  the  DoD-wide  ICDP. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Defense  Intelligence 
Special  Career  Automated  System  Activity  (D1SCASA)  forwards 
inquiries  to  employees  regarding  their  availability  for  specific  posi¬ 
tion  vacancies  when  requested  by  the  DoD  Component.  DISCASA 
furnishes  referral  listings  of  DoD  eligibles  to  appropriate  officials  and 
managers  for  particular  vacancy  selection.  DISCASA  periodically 
furnishes  copies  of  individual  employee  records  for  review  and  up¬ 
date  by  employees  or  servicing  civilian  personnel  offices.  DISCASA 
will  maintain  files  and  records  for  historical  or  user  research  pur¬ 
poses,  such  as  annual  reports  for  DoD  Components  or  management 
information  furnished  to  appropriate  DoD  users. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  computer  magnetic  tape 

Retrievability:  Filed  in  social  security  account  number  (SSAN)  and 
alphabetical  order 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  temporary.  They  are  retained 
until  the  employee  concludes  his  DoD  intelligence  career  at  which 
time  they  are  retired  to  an  inactive  file  for  an  indefinite  period  of 
time. 

System  manager(s>  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon.  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits.  *.ne  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 


whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  The  Personnel  Inventory  will  consist  of 
individual  Employee  Qualification  Records  which  have  two  basic 
parts:  (1)  An  automated  inventory  of  background  experience,  educa¬ 
tion,  and  performance,  and  (2)  a  narrative  statement  describing 
distinctive  occupational  experience. 

Computerized  Inventory.  The  automated  DISCAS  file  contains  re¬ 
lated  data  which  combines  to  make  up  an  employee  profile.  The 
general  content  and  source  of  these  data  are  described  as: 

Personal  Identification  Information:  Name,  address,  position 
title,  grade  and  other  information  that  describe  an  individual, 
his  position,  and  status.  The  principal  source  of  this 
information  is  the  SF  50,  Notification  of  Personnel  Action, 
generated  by  the  servicing  CPO;  other  personal  data  comes 
directly  from  the  employee. 

Skills  and  Work  Experience:  Includes  functional  areas, 
political/geographic  areas,  occupational  specialties,  and  foreign 
language  proficiency.  This  data  comes  directly  from  the 
individual. 

Formal  Education:  Academic  study  at  accredited  colleges  and 
universities  to  include  degree  or  highest  level  of  education 
attained,  academic  major  and  minor,  and  the  name  of  the 
institution.  This  data  comes  directly  from  the  individual. 

Career  Related  Training.  Completed  course  work  from  the  ICDP 
Master  Training  and  Education  Plan  and  other  training 
experiences  that  are  related  to  the  employee’s  overall  career 
development  program.  Most  of  this  data  will  come  directly 
from  the  employee,  however,  servicing  CPO’s  or  training 
offices  may  from  time  to  time  be  required  to  provide 
information  on  completed  training. 

Career  Appraisal:  Significant  factors  from  the  completed 
Employee  Career  Appraisal  (DD  Form  1917  (Test))  will  be 
cumulatively  stored.  Copies  of  each  appraisal  will  be  sent  to 
DISCASA  by  servicing  CPO’s. 

Awards  and  Recognition:  Consists  primarily  of  federal  career 
awards  but  also  includes  other  awards  that  would  be 
significant  demonstration  of  ability  or  personal  achievement. 
This  data  will  come  from  the  individual  employee. 

Record  of  Consideration  for  Vacancies:  The  DISCAS  will  record 
each  time  an  employee’s  record  is  reviewed  by  selecting 
authorities  in  consideration  for  filling  a  vacancy.  This  record 
of  consideration  will  be  provided  to  employees,  for  their 
information,  on  the  annual  update  of  the  Employee 
Qualification  Record.  Up  to  fourteen  of  the  most  recent 
incidents  are  listed,  showing  title,  series,  grade  and  the 
organization  where  each  vacancy  occurred,  as  well  as  the 
outcome  of  each  consideration.  This  is  not  an  accounting  of 
computerized  retrieval  and  referral;  it  is  :  report  of  incidents 
of  merit  selection  considerations  by  the  appropriate  placement 
authorities.  This  data  will  be  provided  to  DISCAS  by  servicing 
CPO’s  after  final  selection. 

Narrative.  Each  employee  will  provide  short  narrative 
descriptions  of  their  most  recent  and/or  significant  positions. 
The  narrative  portion  of  the  Employee  Qualifications  Record 
is  used  as  a  backup  for  computer  screenings  and  provides 
elaboration  of  the  skills  and  experience  of  each  employee. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0600 

System  name:  600  Defense  Intelligence  Agency,  Directorate  for  Infor¬ 
mation  Systems  Security  Files 

System  location:  Locations  are  the  Administrative  Division, 
Systems  Management  Division,  Field  Systems  Division,  Advanced 
Systems  Division,  Applied  Systems  Division,  Systems  Operations 
Division,  and  Systems  Security  Division.  These  Divisions  are  part  of 
the  Directorate  for  Information  Systems,  Defense  Intelligence  Agen¬ 
cy,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Military  and 
Civilian  clearance  levels,  security  violation  files,  security  records,  ac¬ 
cess  controls  to  areas  and  computers  and  computer  programs,  and 
visitor  requests. 
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Categories  of  records  in  the  system:  Security  Management  Informa¬ 
tion  Systems  Roster  (DS-6DPI) 

Forms  required  are:  USAF  1109  -  Visitor  Register,  DD  1557  -  Cer¬ 
tificate  of  Clearances/  Access,  and  AF  Alarmed  Access  List. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage- 
.  ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Verification  of  clearances, 
record  of  violations,  control,  statistical. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  computer  printouts  which 
are  binded. 

Retrievability:  By  name,  social  security  number,  or  billet  number 
by  Division. 

Safeguards:  Located  on  a  guarded  military  post  (Arlington  Hall  Sta¬ 
tion).  Other  Buildings  (Pomponio  Plaza  and  Pentagon)  employ  securi¬ 
ty  guards.  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and  trained. 
Release  is  on  a  need-to-know  basis. 

Retention  and  disposal:  Clearance  files  are  kept  until  individual  de¬ 
parts  Defense  Intelligence  Agency,  Directorate  for  Information 
Systems.  Security  violation  files  are  maintained  for  one  year  to  aid  in 
security  briefings.  Control  for  access  is  disposed  of  when  access  is 
no  longer  required.  All  forms  are  disposed  of  when  action  is 
completed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Individual 

Military  Personnel,  Defense  Intelligence  Agency 

Civilian  Personnel,  Defense  Intelligence  Agency 

Assistant  Deputy  Director  for  Counterintelligence  and  Security, 
Directorate  for  Support,  Defense  Intelligence  Agency 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0600/02 
System  name:  600/2  Request  for  Clearance 

System  location:  Directorates,  Defense  Intelligence  Agency, 
Washington,  D.C.  20301 


Categories  of  individuals  covered  by  the  system:  Any  individual  who 
will  require  access  to  a  given  level  of  classified  material. 

Categories  of  records  in  the  system:  File  contains  copies  of  DIA 
forms  1557,  Request  for  Clearance. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Security  Officer  -  control 
and  accomplish  granting  of  requested  clearances. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folder. 

Retrievability:  Filed  alphabetically  by  surname  of  incumbent. 

Safeguards:  Agency  employees  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Destroy  after  granting  of  clearance  or  de¬ 
parture  of  individual. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  From  information  of  incumbent's  applica¬ 
tion  or  military  nomination  forms. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0620 

System  name:  620  System  Access  Log  and  Directory 

System  location:  Systems  Security  Division,  Defense  Intelligence 
Agency,  Directorate  for  Information  Systems,  Washington.  D.C. 
20301. 

Categories  of  individuals  covered  by  the  system:  Controls  access  to 
Defense  Intelligence  Agency  On-Line  System  and  Community  On- 
Line  Intelligence  System  for  Defense  Intelligence  Agency  and  as¬ 
sociated  users. 

Categories  of  records  in  the  system:  DIA  Form  836  -  Defense  Intel¬ 
ligence  Agency  On-Line  System  Access  Authorization 

DIA  Form  837  -  Defense  Intelligence  Agency  On-Line  System 
Authentication 

Defense  Intelligence  Agency  On-Line  System  Briefing  Certificate 
(DIA  Form  Number  requested  from  DS). 
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Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Serves  as  a  directory  of 
individuals  who  have  access  to  Defense  Intelligence  Agency  On-Line 
System,  what  files  they  have  access  to,  and  the  type  of  access 
available  to  them. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Original  forms  filed  in  folders.  Punched  cards  filed  in  card 
container.  On-Line  file  resident  on  disk  with  transactions  temporarily 
stored  on  magnetic  tape. 

Retrievability:  Records  in  manual  position  retrievable  only  by 
name.  Punched  cards  by  file  access  or  user  number.  On-Line  records 
retrievable  by  any  of  following  data  elements:  Date  of  last  change  to 
record,  User  number  (record  ID),  Name  of  individual.  Office  to 
which  assigned,  Telephone  number,  Date  record  entered  in  file,  Date 
first  used  system,  Date  last  used  system,  and  File(s)  to  which  access 
is  authorized  and  type  of  access. 

Safeguards:  Card  files  and  forms  folders  contained  in  bar-locked 
safe.  On-Line  file  resident  in  the  Defense  Intelligence  Agency  On- 
Line  System.  Access  limited  to  those  with  legitimate  ’need-to-know.’ 
Access  to  entire  file  limited  to  System  Security  Division  and  the 
Defense  Intelligence  Agency  On-Line  System  Support  Branch  per¬ 
sonnel.  Other  access  available  as  follows:  Individuals  having  access 
to  Defense  Intelligence  Agency  On-Line  System  -  their  own  records, 
those  individuals  having  access  to  a  file  owned  by  the  Office  of  Pri¬ 
mary  Interest,  and  offices  within  or  associated  with  Defense  Intel¬ 
ligence  Agency  -  individuals  assigned  to  the  office.  Access  to  bar- 
locked  safes  is  controlled  by  standard  Defense  Intelligence  Agency 
security  procedures  and  is  limited  to  Systems  Security  Division  per¬ 
sonnel.  Access  to  on-line  file  controlled  by  Defense  Intelligence 
Agency  On-Line  System  security  procedures  with  all  products  con¬ 
trolled  by  Systems  Security  Division  personnel  in  accordance  with 
standard  procedure  governing  dissemination  and  protection  of 
’Confidential’  material. 


System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  Gopies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 


Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Individual 

Assistant  Deputy  Director  for  Counterintelligence  and  Security, 
Directorate  for  Support,  Defense  Intelligence  Agency. 

Systems  exempted  from  certain  provisions  at  the  net:  None 
L  DIA  0640/01 

System  name:  640/1  Personnel  Security  Investigation  Files 

System  location:  Defense  Intelligence  Agency,  Counterintelligence 
and  Security  Division,  (DS-6),  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  applicants, 
nominOes,  consultants,  contractors,  civilian  or  military  personnel 
working  with  or  assigned  to  the  Defense  Intelligence  Agency.  Also  all 
personnel  of  the  Office  of  the  Secretary  of  Defense,  Joint  Chiefs  of 
Staff,  Defense  Communications  Agency,  Defense  Contract  Audit 
Agency,  Library  of  Congress/Federal  Research  Division,  Defense 
Mapping  Agency,  Defense  Nuclear  Agency,  or  Defense  Supply 
Agency  requiring  access  to  special  intelligence/special  activities  of¬ 
fice  information. 

Categories  of  records  in  the  system:  File  contains  individual’s  name, 
date  and  place  of  birth,  history  of  residences,  education,  employ¬ 
ment,  police  records,  credit  records,  results  of  miscellaneous  inter¬ 
views,  physical  data,  and  identifying  information  concerning  close 
relatives,  relatives  residing  in  foreign  countries,  foreign  connections, 
or  organizational  memberships.  File  also  contains  medical  history,  in¬ 
vestigative  files,  employment  records,  financial  institution  informa¬ 
tion,  employment  and  educational  information.  These  files  also  have 
briefing/debriefing  certificates,  security  clearance  adjudication  infor¬ 
mation,  security  violation  information,  Defense  Intelligence  Agency 
Agent’s  reports,  sworn  statements,  security  questionnaires,  requests 
for  clearances  and  investigations,  nomination  notices,  fingerprint 
cards,  incident  reports,  scope  and  case  control  documents,  and 
clearance  for  awards  requests. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Defense  Intelligence  Agen¬ 
cy  Counterintelligence  and  Security  Division  -  Furnish  a  basis  for 
granting  or  refusing  to  grant  access  to  Defense  Intelligence  Agency 
classified  information  and  special  intelligence/special  activities  office 
information.  Also  provides  a  history  of  events  which  might  reflect 
upon  the  overall  suitability  of  an  individual  for  reception  of  awards, 
employment  or  special  training  or  assignment.  Federal  Bureau  of  In¬ 
vestigation  special  agents  review  to  obtain  information  for 
background  investigations,  counterintelligence  investigations,  or 
criminal  investigations.  Civil  Service  Commission  special  agents 
review  to  obtain  information  for  background  investigations.  Central 
Intelligence  Agency  special  agents  review  to  obtain  information  for 
background  investigations.  Defense  Investigative  Service  special 
agents  review  to  obtain  information  for  background  investigations. 
US  Army  Military  Intelligence  special  agents  review  to  obtain  infor¬ 
mation  for  background  investigations  and  counterintelligence  in¬ 
vestigations.  US  Air  Force  Office  of  Special  Investigation  special 
agents  review  to  obtain  information  for  background,  counterintel¬ 
ligence  and  criminal  investigations.  US  Army  Criminal  Investigations 
Division  special  agents  review  to  obtain  information  for  criminal  in¬ 
vestigations.  US  Navy,  Naval  Investigative  Services  special  agents 
review  to  obtain  information  for  background,  counterintelligence  and 
criminal  investigations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  folders 

Retrievability:  Files  are  maintained  by  investigative  case  file 
number 


Retention  and  disposal:  Individual  records  are  retained  in  active 
files  as  long  as  a  person  has  access  to  the  Defense  Intelligence  Agen¬ 
cy  On-Line  System.  When  Defense  Intelligence  Agency  On-Line 
System  access  is  terminated,  the  punched  caird  is  destroyed;  the  on¬ 
line  record  is  deleted  in  its  entirety;  and  the  file  folder  is  removed 
from  the  ’active’  file  to  a  ’deleted’  file.  Folders  are  removed  from 
the  ’deleted’  file  approximately  30  days  after  Defense  Intelligence 
Agency  On-Line  System  access  is  terminated.  All  paper  and  cards 
are  torn  and  placed  in  paper  bags  for  destruction  by  burning,  in  ac¬ 
cordance  with  standard  Defense  Intelligence  Agency  procedures  for 
destruction  of  classified  waste. 
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Safeguards:  Building  employs  security  guards.  Files  are  maintained 
in  an  area  accessible  only  to  authorized  personnel  who  are  screened, 
cleared,  and  trained.  After  duty  hours  the  files  are  maintained  in  an 
alarmed  locked  room. 

Retention  and  disposal:  Files  are  retained  until  the  individual’s  as¬ 
sociation  with  the  Defense  Intelligence  Agency  or  access  to  special 
intelligence/spedal  activities  office  information  ceases.  They  are  then 
retired  to  the  Washington  National  Records  Center  for  storage  for  IS 
years  and  then  are  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Information  is  obtained  from  individuals, 
all  federal  agencies  which  have  had  contact  with  or  employed  the  in¬ 
dividual  or  maintain  data  or  vital  statistics.  Also  from  all  state  and 
local  law  enforcement,  governmental  or  judicial  agencies  that  main¬ 
tain  pertinent  records.  From  prior  and  current  employers,  coworkers', 
supervisors,  friends,  neighbors,  teachers,  professional  associates  and 
family  members.  Also  from  credit  bureaus,  banking  and  financial  in¬ 
stitutions,  medical  and  mental  health  institutions,  doctors,  psycholo¬ 
gists,  psychiatrists  and  social  workers. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0640/02 

System  name:  640/2Visitor  Accreditation  File 

System  location:  Defense  Intelligence  Agency,  Counterintelligence 
and  Security  Division,  (DS-6),  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  Any  contractor, 
consultant,  or  member  of  any  US  Government  agency  requiring  ac¬ 
cess  to  Defense  Intelligence  Agency  classified  information. 

Categories  of  records  in  the  system:  File  contains  individual’s  name, 
social  security  account  number,  date  and  place  of  birth,  employers, 
security  clearance,  clearance  verification  date  and  period  of  valida¬ 
tion. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Defense  Intelligence  Agen¬ 
cy,  Counterintelligence  and  Security  Division  -  Used  as  basis  for 
granting  visitors  access  to  classified  material  and  verifying  security 
clearance  data. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  and  vertical  index  card  file 

Retrievability:  Filed  alphabetically  by  individual’s  last  name  and 
chronologically 

Safeguards:  Building  employs  security  guards.  Files  are  maintained 
in  an  area  accessible  only  to  authorized  personnel  who  are  screened, 
cleared,  and  trained.  After  duty  hours  the  files  are  maintained  in 
alarmed  locked  rooms. 

Retention  and  disposal:  Files  are  retained  indefinitely 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301.  « 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Information  is  furnished  by  the  in¬ 
dividual’s  employer  or  military  organization 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0650/02 

System  name:  650/2  Security  Management  Information  System 
(SMIS) 

System  location:  Special  Access  Control  Unit,  Special  Security  Of¬ 
fice  (SSO)  Section,  Security  Branch,  Counterintelligence  and  Securi¬ 
ty  Division,  Directorate  for  Support,  Defense  Intelligence  Agency, 
Washington,  D.C.  20301 

Transcript  and  IBM  card  inputs  are  submitted  to  and  batch 
produced  output  is  received  from  the  computer  system  and  terminal 
operated  by  the  Information  Systems  Office  (SO),  Defense  Intel¬ 
ligence  Agency. 

Categories  of  individuals  covered  by  the  system:  Military  personnel. 
Department  of  Defense  civilian  employees,  consultants  and  contrac¬ 
tors  authorized  access  to  Sensitive  Compartmented  Information  (SCI) 
within  DoD  or  by  DoD  organizations,  less  NSA.  Excepted  from  the 
above  are  personnel  authorized  only  special  intelligence  (SI)  access 
by  the  respective  military  departments.  In  addition,  individuals  of 
other  Government  agencies  are  included  for  the  period  of  their  per¬ 
manent  certification  to  OSD,  JCS  or  DIA.  Personnel  pending  SCI  ac¬ 
cess  who  are  assigned  to  OSD,  JCS  or  DIA  are  included.  DIA  per¬ 
sonnel  who  have  any  security  clearance  and  those  personnel  issued  a 
DIA  badge  for  any  purpose  are  included  even  if  no  security 
clearance  is  granted. 

Categories  of  records  in  the  system:  File  may  contain  for  an  in¬ 
dividual  the  following:  name,  rank/grade,  military  component  or 
civilian  status,  social  security  account  number  (SSAN)  (file  key),  SCI 
accesses  authorized,  date  indoctrinated  or  debriefed,  security 
clearances,  code  number  of  his  firm  (contractors),  SCI  billet  number, 
date  of  birth,  National  Agency  Check  (NAC)  date,  Background  in- 
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vestigation  date  (Bl),  BI  Agency,  DSCID  1/14  standards  waiver  in¬ 
dicator  (yes  or  no),  DIA  case  number,  D1A  Office  Symbol,  travel 
restriction,  DIA  badge  number  and  type,  badge  number  and  type, 
badge  expiration  date. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  306(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Special  Access  Control 
Unit  uses  to  produce  Confidential  rosters  of  personnel  authorized 
SCI  access  for  control  of  access  to  this  information  and  to  areas  ac¬ 
credited  for  use  of  this  infonnationfor  certification  of  SCI  access 
authorization  to  other  government  organizations.  In  conjunction 
withSCI  billet  structure  automated  record  for  discharge  of  Director, 
DLA  security  management  responsibilities;  for  support  of  security 
processing  within  DLA;  e.g.,  badge  accounting,  clearance  control,  and 
scheduling  investigations;  for  production  of  alphabetical  annual  mdex 
of  inactive  manual  SCI  files;  for  reporting  name,  rank,  SSAN,  billet 
number  and  authorized  access  to  Director,  Central  Intelligence. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  filed  on  magnetic  tape 

Retriev ability:  Filed  by  SSAN  of  individual. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  secure  alarmed  areas  accessible  only  to  authorized  person¬ 
nel  who  are  properly  cleared  and  trained. 

Retention  and  disposal:  Active  records  only  are  maintained. 
Records  of  personnel  debriefed  for  SCI  access  are  dumped  on  an  an¬ 
nual  debrief  tape  which  is  printed  as  an  alphabetical  listing  cumula¬ 
tively,  each  month  for  one  year,  then  the  tape  is  erased.  The  printed 
listing  is  retained  indefinitely  as  an  index  to  inactive  manual  files. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D  C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record.  . 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  die  Defense  Intelligence  Agency,  ATTN;  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a ‘written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Forms  accomplished  by  the  individual  in 
acknowledging  indoctrination  or  debriefing,  forms  submitted  by 
security  officers  requesting  SCI  access  actions  for  individual, 
messages  and  IBM  card-decks  submitted  by  special  security  offices 
of  the  military  departments,  defense  agencies.  Unified  and  Specified 
Commands  and  their  subordinate  echelons. 

Systems  exempted  from  certain  provisions  of  die  act:  None 


L  DIA  0650/03 

System  name:  650/3  Sensitive  Compartmented  Information  (SCI)  Ac¬ 
cess  Files 

System  location:  Special  Access  Control  Unit,  Special  Security  Of¬ 
fice  (SSO)  Section,  Security  Branch,  Counterintelligence  and  Securi¬ 
ty  Division,  Directorate  for  Support,  Defense  Intelligence  Agency, 
Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Military  personnel. 
Department  of  Defense  civilian  employees,  consultants,  and  contrac¬ 
tors  authorized  access  to  SCI  within  DoD  or  by  DoD  organizations, 
less  National  Security  Agency  (NSA).  Excepted  from  the  above  are 
personnel  authorized  only  special  intelligence  (SI)  access  by  the 
respective  military  departments.  In  addition,  personnel  of  other 
government  organizations  permanently  certified  to  the  Office  of  the 
Secretary  of  Defense  (OSD),  the  Office  of  the  Joint  Chiefs  of  Staff 
(OJCS),  and  to  DIA  are  temporarily  included  pending  entry  of  then- 
information  into  the  automated  DIA  Security  Management  Informa¬ 
tion  System  (SMIS).  Personnel  assigned  to  OSD,  JCS,  and  DLA  who 
are  pending  authorization  of  SCI  access  are  also  included,  upon 
receipt  of  request  for  such  access. 

Categories  of  records  in  the  system:  File  may  contain  for  an  in¬ 
dividual  acknowledgements  of  indoctrination/debriefing  for  SCI  ac¬ 
cesses,  including  individual’s  name,  rank/grade,  military  component 
or  civilian  status,  social  security  account  number  (SSAN),  date  of  in¬ 
doctrination/debriefing  and  specific  SCI  access  authorized,  firm 
name  or  contractor,  firm  address,  forwarding  address,  name  and 
signature  of  witness;  a  DD  Form  1557,  Certificate  of 
Clearance/ Access,  including  individual’s  SSAN,  billet  number,  name, 
rank/grade,  military  component,  civilian  status,  date  of  birth,  place 
of  birth,  National  Agency  Check  (NAC)  date,  Background  investiga¬ 
tion  (BI)  date,  BI  Agency,  Waiver  of  DSCID  1/14  standards  indica¬ 
tor,  DIA  case  number,  DIA  Office  Symbol,  firm  name  and  address 
for  contractors,  clearances  requested  for  individual,  extent  of  access 
allowed,  requested  date  for  debriefing,  recommended  travel  restric¬ 
tion,  assigned  travel  restriction,  reason  for  debriefing,  name  of 
requesting  official  and  signature,  statement  of  individual's  DSCID 
1/14  eligibility  for  SCI  access  signed  by  individual  granting 
clearance/ access,  clearances  and  SCI  accesses  granted  or  removed, 
effective  date,  debrief  from  DIA  date,  comments;  e.g.,  transfer  in 
status,  expedite,  etc.;  letter  requesting  waiver  of  duty  and  travel 
restriction  and  DIA  response  (approval  or  disapproval);  copy  of  letter 
to  individual  specifying  duty  and  travel  restriction;  letter  nominating 
individual  for  duty  with  DIA;  requests  for  transfer  in  status  into  or 
from  DIA,  OSD  or  JCS  containing  individual’s  identifying  data  and 
his  origin  or  destination;  messages  granting  transfer  in  status  authori¬ 
ty,  permanent  certification  messages  and  other  message  traffic  per¬ 
taining  to  an  individual's  SCI  status;  e.g.,  access  certifications  to 
TDY  destinations,  permanent  certifications  to  other  organizations, 
etc.;  DIA  On  Line  System  (DIAOLS)  access  authorization  (DLA 
Form  836)  containing  individual’s  identifying  data;  SCI  courier 
authorization. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Special  Access  Control 
Unit  uses  for  input  data  to  automated  file  (SMIS);  to  process  in¬ 
dividuals  for  SCI  access  indoctrination,  debriefing,  and  transfer  in 
status;  for  access  authorization  verification  and  certification;  to  pro¬ 
vide  legal  record  of  access  authorized  to  and  acknowledged  by  an  in¬ 
dividual;  to  provide  a  record  of  individual  travel  restrictions  imposed 
and  waived;  to  assure  that  DIAOLS  access  is  granted  or  removed  in 
concert  with  SCI  access;  to  provide  a  record  of  SCI  access 
debriefings  for  cause.  • 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  stored  in  rotary  files,  in  file 
cabinets,  and  on  shelves. 

Roll  microfilm  records  of  a  portion  of  inactive  file 

Retrievability:  Paper  records  (active)  filed  alphabetically  by  name. 
Paper  records  (inactive)  filed  alphabetically  by  name  by  year  of  final 
debriefing. 

Roll  microfilm  records  (inactive)  filed  alphabetically  by  name  by 
year  of  final  debriefing. 
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Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  specially  secured  and  alarmed  areas  accessible  only  to 
authorized  personnel  that  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  permanent.  They  are  retained 
in  active  file  until  individual  is  completely  debriefed  and  are  held 
thereafter  in  the  inactive  file  retained  by  the  Special  Access  Control 
Unit  or  are  stored  in  a  special  repository  maintained  for  this  purpose 
elsewhere  within  DIA  and  which  is  accessible  only  to  Special  Access 
Control  Unit  personnel  and  custodial  personnel  similarly  trained, 
screened  and  cleared. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D  C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Forms  accomplished  by  the  individual  in 
acknowledging  indoctrination  or  debriefing,  forms  submitted  by 
security  officers  requesting  SCI  access  actions  or  courier  authority 
for  individual,  messages  from  special  securOty  officers  of  the  military 
departments,  defense  agencies.  Unified  and  Specified  Commands  and 
their  subordinate  echelons. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0650/04 

System  name:  650/4  Clearance  Certification  File 

System  location:  Defense  Intelligence  Agency,  Security  Office, 
Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  civilian  and 
military  personnel  with  special  access  to  classified  information. 

Categories  of  records  in  the  system:  Lists  name,  rank,  SSN,  securi¬ 
ty  clearance,  dates  of  investigation  and  number  of  investigation. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Utilized  by  security  officer 
in  preparing  correspondence  necessary  for  passing  clearances  of  per¬ 
sonnel.  This  is  a  convenience  file.  The  original  is  maintained  by  the 
Security  Branch,  DIA  on  magnetic  tape  as  the  Security  Management 
Information  System.  Used  to  verify  an  individual’s  special  access 
authorization  to  any  US  government  agency  or  contractor’s  security 
officer  having  both  the  need  and  right  to  know. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 


Storage:  Paper  records  in  file  folders. 

Retrievability:  Alphabetical  order  by  last  name  of  individual  or  So¬ 
cial  Security  number. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained.  Access  is  on  a  need  to  know 
basis. 

Retention  and  disposal:  Records  are  temporary,  destroy  upon  is¬ 
suance  of  updated  roster. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  fulL  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  Tecords 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 

-  date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Defense  Intelligence  Agency  Security 
Branch. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0660 

System  name:  660  Security  Violation  Files 

System  location:  Physical  Security  Unit,  Special  Access  Section  Of¬ 
fice,  Security  Branch,  Counterintelligence  and  Security  Division, 
Directorate  for  Support,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Any  individual 
who,  while  assigned  or  employed  by  the  Defense  Intelligence  Agen¬ 
cy,  has  been  found,  upon  inquiry  or  investigation,  to  be  responsible 
for  a  violation  of  established  security  directives  or  procedures  result¬ 
ing  in  the  compromise  or  possible  compromise  of  classified  informa¬ 
tion. 

Categories  of  records  in  the  system:  File  includes  responsible  in¬ 
dividual  name  index  cards,  cross  referenced  with  security  violation 
incident  index  cards.  These,  in  turn,  are  cross  referenced  with  results 
of  inquiry/investigation  reports  and  correspondence  generated 
between  the  Security  Unit  and  the  element  or  office  in  which  the 
security  violation  occurred.  This  is  DIA  master  file. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  NAME  INDEX  CARDS 
Used  to  identify  previous  security  violators,  and  to  determine  degree 
and  appropriateness  of  administrative  or  disciplinary  action  recom¬ 
mended. 
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INCIDENT  INDEX  CARDS  Contains  statistical  data  used  for 
security  education  purposes  and  permits  quick  access  to 
inquiry/investigation  reports  and  correspondence  by  case  number. 

INQUIRY/INVESTIGATION  REPORTS  AND  CORRESPON¬ 
DENCE  Used  for  the  purpose  of  determining  the  possibility  of  com¬ 
promise;  initiating  appropriate  action  to  neutralize  possible  damage  to 
national  security  resulting  from  the  incident;  fixing  responsibility  for 
the  incident;  and  initiating  corrective  actions  to  improve  security 
practices  and  procedures. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  index  cards  in  card  file  boxes;  paper  records  in  file 
folders  stored  in  file  cabinets. 

Retrievability:  By  last  name 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  specially  secured  and  alarmed  area  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Index  cards  are  permanent  and  are  updated 
as  subsequent  incidents  occur.  Inquiry /investigation  reports  and  cor¬ 
respondence  are  retained  in  active  files  or  the  action  is  completed, 
held  two  additional  years  and  then  destroyed. 

System  managers)  and  adttaress:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Forms  accomplished  by  the  individual  in 
acknowledging  indoctrination  or  debriefing,  forms  submitted  by 
security  officers  requesting  SCI  access  actions  or  courier  authority 
for  individual,  messages  from  special  security  officers  of  the  military 
departments,  defense  agencies.  Unified  and  Specified  Commands  and 
their  subordinate  echelons. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0660/01 

System  name:  660/1  Security  Violations 

System  location:  Security  Offices,  Defense  Intelligence  Agency, 
Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Any  individual  who 
has  been  involved  in  an  alleged  security  violation  or  investigation. 

Categories  of  records  in  the  system:  Documents  and  correspondence 
pertaining  to  alleged  security  violations,  unauthorized  divulgence  of 
classified  information,  results  of  findings,  recommendations  based  on 
findings,  and  final  corrective  of  disciplinary  measures  taken. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  3105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 


ment  Program,  pursuant  to  the  provisions  of  Section  306(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  enable  the  security  of¬ 
ficer  to  provide  information,  concerning  previous  security  violations. 
To  resolve  security  problems  within  Branch  and  develop  preventive 
measures  to  avoid  reoccurrences,  to  make  sure  that  proper  actions 
are  taken  against  negligent  individuals,  for  statistical  purposes  and 
used  as  a  basis  for  security  education.  Investigation  of  Violation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  files  in  file  folders. 

Retrievability:  Filed  in  chronological  order  or  by  name. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained.  Access  is  on  a  need  to  know 
basis. 

Retention  and  disposal:  Temporary,  destroyed  two  years  after 
completion  of  final  or  corrective  of  disciplinary  action. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  cr  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  .^e  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person's  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D’.C.  20301. 

Record  source  categories:  Investigating  officer  and  individuals  in¬ 
volved  in  security  violation.  Guards  reports  of  violations,  security 
checks  of  offices,  or  any  individual  having  knowledge  of  a  security 
violation. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0700 

System  name:  700  Supply,  Space  &  Facilities,  Policy  and  Planning 

System  location:  Procurement  Coordination  Section  (DS-2B1), 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Those  government 
and  contractor  employees  involved  with  procurement  actions  by  or 
for  DIA. 

Categories  of  records  in  the  system:  Government  and  contractor  re¬ 
lated  files  dealing  with  procurement  supply  policy,  procedure, 
planning,  projects  and  guidance  relating  to  any  and  all  current, 
proposed  or  past  procurement  related  actions  in  behalf  of  the  DIA, 
including  but  not  limited  to  Bidders  mailing  list,  ADP  Policy,  Delega¬ 
tions  of  Authority  Commission  on  Government  Procurement  &  Un¬ 
solicited  Proposals. 
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Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.211  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  for 
historical  and  planning  purposes  as  relates  to  Agency  procurement 
actions:  to  develop  source  lists  of  potential  contractors,  delegate 
supply  to  include  but  not  limited  to  the  following  categories:  procure¬ 
ment  signature  authorization,  reply  to  congressional  or  other  com- 
mitee  actions,  court  cases,  governmental  or  contractor  related  quer- 
ries,  problems,  policy  and  procedure. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  and  view  graph  charts  in  file  folders. 

Retrievability:  Filed  by  subject  matter.  Retrievable  by  manual 
search  for  name. 

Safeguards:  Information  is  stored  in  locked  safes  in  areas  to  which 
access  is  controlled  by  guards.  Information  is  accessible  only  to  per¬ 
sonnel  who  have  a  need  to  know  specific  information. 

Retention  and  disposal:  Temporary  -  Destroyed  when  no  longer 
needed  or  superseded. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  systeih  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record.  — 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301.  • 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Government  and  contractor  organizations 
submitting,  requesting  or  promulgating  various  procurement  related 
information. 

Systems  exempted  from  certain  provisions  of  the  act:  Classified 
records  and  those  records  within  the  Federal  Contracts  area  of  5 
U.S.C.  552a  are  exempt  from  access. 

L  DIA  0710 

System  name:  710  Contract  Correspondence 

System  location:  Procurement  Coordination  Section  (DS-2B1), 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Plans  Research  and  Evaluation  Branch,  Building  T-6,  Defense  In¬ 
telligence  School,  Washington,  D.C.  20374 

Categories  of  individuals  covered  by  the  system:  Those  government 
and  contractor  personnel  involved  with  specific  contractual  actions 
by  or  for  DIA. 


Categories  of  records  in  the  system:  Government  and  contractor  re¬ 
lated  files  dealing  with  specific  contracts  for  leases,  maintenance,  in¬ 
terservice  support  agreements  or  other  projects  in  behalf  of  DIA. 

Contains  records  of  implementation,  contract  development,  leases, 
bids,  proposals,  technical  guidance,  contract  and  ammendments  to 
contracts,  studies,  reports  and  correspondence  related  thereto. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Ensure  payment  of  con¬ 
tract  by  the  user  and  to  ensure  service  contracted  for  is  received  in 
compliance  with  that  set  forth  in  the  contract. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  files  in  file  folders. 

Retrievability:  Filed  by  contractor  agreement  number  and/or  sub¬ 
ject.  Retrievable  by  manual  search  by  name. 

Safeguards:  Information  is  stored  in  locked  safes  in  areas  to  which 
access  is  controlled  by  guards.  Information  is  accessible  only  to  per¬ 
sonnel  who  have  a  need  to  know  specific  information. 

Retention  and  disposal:  Permanent,  retired  to  Washington  National 
Records  Center  one  year  after  case  becomes  inactive. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Government  and  contractor  organizations 
submitting,  requesting  or  promulgating  the  various  contract  and  DRlS 
documentation. 

Systems  exempted  from  certain  provisions  of  the  act:  Classified  files 
and  those  records  within  the  Federal  contracts  area  of  5  U.S.C.  552a 
are  exempt  from  access. 

L  DIA  0733 

System  name:  733  Reports  of  Survey 

System  location:  Supply  and  Services  Section,  DS-2B2,  and  in  of¬ 
fices  of  Supply  Officers  originating  request  for  survey.  Defense  In¬ 
telligence  Agency,  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  Military  or  civilian 
employees  of  the  DIA  involved  with  loss  or  damage  of  DIA  property. 
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Categories  of  records  in  the  system:  DD  Form  200,  Report  of  Sur¬ 
vey,  and  supporting  documents. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  support  adjustments  to 
property  accountability  records.  To  support  charges  against  personnel 
when  found  to  be  pecuniarily  liable. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  files  in  file  folders 

Retrievability:  Manual  search  by  name 

Safeguards:  Maintained  in  a  locked  file  cabinet  in  a  building  pro¬ 
tected  by  guards  and  accessible  only  to  authorized  persons  properly 
screened,  trained  and  cleared. 

Retention  and  disposal:  Temporary,  destroyed  after  3  years. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974).  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Responsible  persons  involved,  their  su¬ 
pervisors  and  other  persons  aware  of  facts  surrounding  loss,  damage 
or  destruction  of  DIA  property. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0800 

System  name:  800  Project  Files 

System  location:  Human  Resource  Division,  Directorate  for  At¬ 
taches  and  Human  Resources,  Defense  Intelligence  Agency,  Pom- 
ponio  Plaza  Building,  Rosslyn,  Virginia  22209 

Categories  of  individuals  covered  by  the  system:  Individuals  in¬ 
volved  in  foreign  intelligence  activities  conducted  by  the  Department 
of  Defense. 

Categories  of  records  in  the  system:  Letters,  messages,  memoranda 
and  other  miscellaneous  correspondence  relating  to  foreign  intel¬ 
ligence  activities  conducted  by  the  Department  of  Defense. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
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Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provide  Defense  Intel¬ 
ligence  Agency  staff  management  over  foreign  intelligence  operations 
conducted  by  the  Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders,  index  card  files  and  com¬ 
puter  paper  printouts. 

Retrievability:  Filed  numerically  by  project  number  and  alphabeti¬ 
cally  by  subject  or  project  name. 

Safeguards:  Files  are  kept  in  GSA  approved  security  containers 
with  three  position  dial-type  combination  locks.  Building  employs 
security  guards.  Files  are  maintained  in  areas  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and  trained. 
Safe  containers  are  locked,  checked  and  double-checked  at  the  close 
of  business  each  day. 

Retention  and  disposal:  Files  are  basically  temporary,  although 
some  permanent  files  are  maintained.  Files  are  retained  as  working 
and  reference  files  in  active  status  while  project  is  active.  Upon 
completion  of  the  project  most  of  the  records  are  destroyed  by  burn¬ 
ing,  although  skeleton  files  on  selected  projects  are  maintained  per¬ 
manently. 

System  managers)  and  address:  Deputy  Director  for  Attaches  and 
Human  Resources,  Defense  Intelligence  Agency,  Washington,  D.C. 
20301 

Notification  procedure:  See  EXEMPTION 

Record  access  procedures:  See  EXEMPTION 

Contesting  record  procedures:  See  EXEMPTION 

Record  source  categories:  See  EXEMPTION 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552a  (j)  or  (k)  as  applicable. 
For  additional  information,  contact  the  Defense  Intelligence  Agency, 
ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

L  DIA  0801 

System  name:  801  Attaches  and  Human  Resources  Personnel  Infor¬ 
mation  Files 

System  location:  Primary  System.  AH-S,  Personnel  Support  Divi¬ 
sion,  Directorate  for  Attaches  and  Human  Resources,  Defense  Intel¬ 
ligence  Agency,  Pomponio  Plaza  Building,  Rosslyn,  Virginia  22209. 

Decentralized  Segments.  World-wide  Defense  Attache  Officers; 
and  Geographical  Area  Divisions  AH-2  through  AH-9;  Administrative 
Division  AH-X  and  Policy  and  Programs  Division  AH-1,  Directorate 
for  Attaches  and  Human  Resources,  Defense  Intelligence  Agency, 
Pomponio  Plaza  Building,  Rosslyn,  Virginia  22209. 

Categories  of  individuals  covered  by  the  system:  Officer  and  enlisted 
personnel,  and  dependents,  of  all  Services  and  civilians  nominated 
for  assignment  to  the  Defense  Attache  System  or  the  Directorate  for 
Attaches  and  Human  Resources. 

Categories  of  records  in  the  system:  File  contains  military  duty  his¬ 
tory  records,  personal  history  statement,  medical  certificates,  photo¬ 
graphs,  letters  of  nomination,  miscellaneous  correspondence  relating 
to  personnel  actions,  security  clearance  forms  and  related  correspon¬ 
dence,  training  schedules  and  forms,  autobiographical  data,  letters  of 
commendation  and  appreciation,  Chiefs  of  Mission  evaluations,  effi¬ 
ciency  report  information,  awards  and  decorations  correspondence, 
promotion  statistics,  applications  for  passports  and  visas,  transporta¬ 
tion  requests. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Process  nominations  for 
assignment  to  the  Directorate  for  Attaches  and  Human  Resources 
and  the  Defense  Attache  System,  provide  documents  to  initiate 
security  clearances,  process  suspensed  personnel  actions,  use  as  a 
reference  file,  process  efficiency  reports  and  awards  and  decora¬ 
tions,  process  passports,  visas,  and  transportation  requests. 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders,  visible  and  vertical  card  files 
and  computer  paper  printouts. 

Retrievability:  Filed  alphabetically  by  last  name. 

Safeguards:  Files  are  kept  in  GSA  approved  containers  with  three 
position  dial-type  combination  locks.  Building  employs  security 
guards.  Files  are  maintained  in  areas  accessible  only  to  authorized 
personnel  who  are  properly  screened,  cleared  and  trained.  Safe  con¬ 
tainers  are  locked,  checked  and  double-checked  each  day  at  the  close 
of  business. 

Retention  and  disposal:  Files  are  temporary.  They  are  retained  as 
working  and  reference  files  in  active  status  until  completion  of  the 
individual’s  tour,  at  which  time  they  are  transferred  to  an  inactive 
file  for  one  additional  year  and  then  disposed  of  by  burning. 

System  managerfs)  and  address:  The  Deputy  Director  for  Attaches 
and  Human  Resources,  Defense  Intelligence  Agency,  the  Pentagon 
(12th  Floor  Pomp  Plaza)  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DLA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Parent  Service  of  individual,  immediate 
supervisor  on  station.  Ambassadors  and  other  directorates  of  DIA 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0802 

System  name:  802  Project  Files 

System  location:  AH-10,  Human  Resource  Division,  Directorate  for 
Attaches  and  Human  Resources,  Defense  Intelligence  Agency, 
Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  Individuals  in¬ 
volved  in  training  activities  conducted  by  the  Department  of  Defense. 

Categories  of  records  in  the  system:  Letters,  messages,  memoranda 
and  other  miscellaneous  correspondence  relating  to  training  activities 
conducted  by  the  Department  of  Defense. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provide  Defense  Intel¬ 
ligence  Agency  staff  management  over  training  conducted  by  the  De¬ 
partment  of  Defense. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders,  index  card  files  and  com¬ 
puter  paper  printouts. 

Retrievability:  Filed  numerically  by  project  number  and  alphabeti¬ 
cally  by  subject. 

Safeguards:  Files  are  kept  in  GSA  approved  security  containers 
with  three  position  dial-type  combination  locks.  Building  employs 
security  guards.  Files  are  maintained  in  areas  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and  trained. 
Safe  containers  are  locked,  checked  and  double-checked  at  the  close 
of  business  each  day. 

Retention  and  disposal:  Files  are  basically  temporary,  although 
some  permanent  files  are  maintained.  Files  are  retained  as  working 
and  reference  files  in  active  status  while  project  is  active.  Upon 
completion  of  the  project  most  of  the  records  are  destroyed  by  burn¬ 
ing,  although  skeleton  files  on  selected  projects  are  maintained  per¬ 
manently  in  this  office. 

System  manage r<s)  and  address:  Deputy  Director  for  Attaches  and 
Human  Resources,  Defense  Intelligence  Agency,  Washington,  D.C. 
20301. 

Notification  procedure:  See  EXEMPTION 

Record  access  procedures:  See  EXEMPTION 

Contesting  record  procedures:  See  EXEMPTION 

Record  source  categories:  See  EXEMPTION 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  Defense  Intelligence  Agency, 
ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

L  DU  0803 

System  name:  803  Defense  Attache  Investigation  File 

System  location:  Defense  Intelligence  Agency.  DS-6A,  Washington, 
D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  Case  files  of  in¬ 
dividuals  who  were  subjects  of  security  or  criminal  investigations 
while  assigned  to  the  Defense  Attache  System. 

Categories  of  records  in  the  system:  Records  of  Investigation 

Records  of  Debriefs 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  general  reference  pur¬ 
poses,  determination  of  personnel  assigned  to  Attache  system  and 
determination  of  crank  letters,  allegations,  or  individuals.  Routinely 
used  by  DoD  investigative  agencies,  the  FBI  and  CIA.  Specific  uses 
include:  Background  information,  suitability  determinations,  and 
possible  prosecution. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  by  name. 

Safeguards:  Safeguards  include  restricted  area  with  controlled  ac¬ 
cess. 

Retention  and  disposal:  This  file  is  the  record  copy  and  must  be 
retained  indefinitely. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington.  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 


FEDERAL  REGISTER  VOL.  40,  NO.  1AO-F 


,  AUGUST  18,  1975 


35838 


DEPARTMENT  OF  DEFENSE 


Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  foDowing  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Information  obtained  from  investigative 
sources  and  debriefs. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
LD1A0804 

System  name:  804  Defense  Attache  Roster 

System  location:  Defense  Intelligence  Agency,  DS-6A,  Washington, 
D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Personnel  previ¬ 
ously  assigned  to  the  Defense  Attache  System  (DAS).  Personnel 
presently  assigned  to  the  DAS. 

Categories  of  records  in  the  system:  Card  File  Information.  Includes 
name,  rank,  estimated  time  of  arrival  (ETA)  on  station,  estimated 
time  of  departure  (ETD)  from  station  and  security  violations  or 
reasons  for  removal  from  the  DAS. 

Attache  Roster  Information.  Includes  name,  rank,  date  of  rank, 
ETA  and  ETD. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Files  are  maintained  for 
investigative  lead  purposes:  Categories  of  users  may  include:  Naval 
Investigative  Service;  Office  of  Special  Investigations,  USAF;  US 
Army  Military  Intelligence;  Federal  Bureau  of  Investigation;  Central 
Intelligence  Agency.  Specific  uses  include:  Verification  of  employ¬ 
ment,  Verification  of  time  frame  at  station,  verification  of  identities 
of  other  persons  on  station  who  know  individual  in  question. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  notebook  binders  by  country  name  and 
file  cards. 

Retrievabillty:  By  individual’s  name. 

Safeguards:  Safeguards  -include  restricted  area  with  controlled  ac¬ 
cess. 

Retention  and  disposal:  Indefinitely  retained  as  record  copy. 

System  manager!*)  and  address:  Records  Management  Officer, 
Defense  Intelli'jence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DLA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 


Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence.. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Information  obtained  from  DIA  Defense 
Attache  Roster  and  Defense  Attache  System  Reports. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0805 

System  name:  805  Request  for  Irregular  Overtime 

System  location:  Defense  Intelligence  Agency,  Washington,  D.C. 
20301 

Categories  of  individuals  covered  by  the  system:  All  personnel 
scheduled  to  perform  overtime. 

Categories  of  records  in  the  system:  File  contains  employee’s  name, 
grade,  salary,  hours,  date,  and  total  proposed  overtime. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  file  of  irregu¬ 
lar  overtime  for  personnel  management,  budget  and  statistical  pur¬ 
poses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  record  in  paper  folder. 

Retrievability:  Filed  with  budget  requiring  manual  search  by  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Record  kept  one  year  and  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D  C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
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whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Information  provided  by  supervisors  at 
the  time  overtime  is  requested. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0806 

System  name:  806  Security 

System  location:  Reference  Library  Branch,  Central  Reference 
Division,  Directorate  for  Support,  Defense  Intelligence  Agency, 
Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  Any  individual  as¬ 
signed  to  DS-4A  who  has  been  involved  in  security  violations,  in¬ 
vestigations,  destruction  of  classified  material,  name  appears  on  ac¬ 
cess  rosters  for  areas  within  the  branch  and/or  authorizations  to  ac¬ 
cess  specific  types  of  intelligence,  or  any  individual  whose  name  and 
clearance  has  been  passed  through  DIA  security  in  order  to  gain  ac¬ 
cess  to  the  DIA  Library  or  any  of  its  annexes,  Any  individual  as¬ 
signed  to  DS-4A  whose  name  and  clearance  has  been  forwarded  to 
another  Agency  or  Department.  Individuals  within  the  Branch  with 
DIAOLS  authorization. 

Categories  of  records  in  the  system:  Security  violations,  DIA  Local 
Access  Roster,  reprimands,  DIAOLS  Access  Authorization  (DIA 
Form  836),  Alarmed  Area  Access  List  (AFHQ  0-585),  Destruction 
Certificate  (DIA  Form  36),  DA  Form  24%  (Disposition  Form),  CBKS 
Form  1040  (US  Army  War  College  Visitor  Security  Clearance  Verifi¬ 
cation),  HQ  MDW  FL  43  (Visitor  Security  Data),  MDW  Form  98 
(Notification  of  Security  Determination),  HQ,  YSACDC  FN  159R 
(Visitor  Security  Data),  AIL  Information  Systems  Visit  Request 
Form,  USAETL  Form  14  (Visit  Clearance  Request),  SME  Form 
2105-1  (Visit  Clearance  Request),  FTD  Form  10  (Visit  Authorization 
Request  for  US  Citizens),  CAA  Form  letter  2  (Security  Clearances), 
USACDC  Form  ltr  298  (Visitor  Security  Data),  XST  HQ  Form  66 
(Notice  of  Clearance  and  Request  for  Access/Accreditation), 
OPNAV  Form  5521/27  (Visit  Request  Visitor  Clearance  Data),  FN 
638  General  Electric  (Request  for  Visit),  CIN-5  (Notice  of  General 
Accounting  Office  Visit),  OPNAV  518/145  (Naval  Speedletter),  ONA 
Form  502.1  (Visit  Request),  NAVSO  5216/2  (Naval  Speedletter),  OPS 
FL  8  (Security  Clearance),  Rand  Corp.  Form  361  (Visit  Clearance 
Request),  Ship  System  Inc  Form  SSI  A-U  (Visit  Request  Form), 
Various  font)  letters  from  Private  Businesses,  Government  Agencies 
and  Military  Departments,  letters  of  authorizations,  and  courier 
rosters. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  keep  a  record  of 
security  violations  or  violators.  Certificates  serve  as  proof  of  destruc¬ 
tion  of  classified  documents.  Visit  requests  and  authorizations  pro¬ 
vide  listing  of  authorized  library  visitors.  Access  rosters  provide  list¬ 
ing  of  individuals  authorized  to  access  specific  areas  of  intelligence. 
Provides*  listing  of  DIA/DS-4A  personnel  authorized  to  visit  other 
agencies  or  departments. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders,  5x8  card  index  file,  letters 
and  forms  anchored  in  binder. 

Retrievability:  Random  access,  alphabetically  by  name,  by  Agency, 
Firm,  Military  Department  or  Corporation  alphabetically  then  random 
access. 

Safeguards:  Records  are  maintained  in  vaulted  area  accessible  only 
to  authorized  personnel. 

Retention  and  disposal:  Temporary.  Retained  two  years  after 
completion  of  final  corrective  or  disciplinary  action,  except  those 


classified  as  felonies,  and  then  destroyed.  Data  on  felonies  would  be 
retained  until  completion  of  final  action  or  adjudication  and  then 
destroyed.  Access  records  are  maintained  until  superseded,  can¬ 
celled,  expired  then  destroyed.  Destruction  certificates  are  kept  for 
two  years  then  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Statements  from  discoverer  of  violation, 
witnesses,  supervisor  and/or  investigators.  Visitor  clearance  informa¬ 
tion  passed  verbally  and  in  writing  from  the  DIA  Security  Office. 
Couriers  are  nominated  by  Branch  Chief  and  Supervisors.  Branch  ac¬ 
cess  rosters  are  compiled  internally;  other  rosters  are  passed  through 
the  DIA  Security  Office  to  DS-4A. 

.  Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0807 

System  name:  807  Management  Analysis 

System  location:  Directorate  for  Intelligence  Divisions,  Branches 
and  Sections  located  in  the  Pentagon,  ’A’  and  ’B’  Buildings  at  Arling¬ 
ton  Hall  Station,  Old  Post  Office  Building  and  Building  213. 

Categories  of  individuals  covered  by  the  system:  All  civilian  and 
military  employees  on  duty  in  the  Directorate  for  Intelligence. 

Categories  of  records  in  the  system:  Records  pertaining  to  the 
methods  of  analyzing  management  in  terms  of  mission  or  organiza¬ 
tional  objectives,  operational  procedures,  and  performance  standards. 
This  includes  Man-hour  and  Reporting  System  within  the  Directorate 
for  Intelligence. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Deputy  Director  for  Intel¬ 
ligence  -  To  provide  responses  concerning  man-hour  expenditures  to 
queries  by  the  Command  Element,  Divisions,  Auditors  and  Study 
Groups. 

Division  Chiefs  -  To  provide  data  for  production  program  and 
resource  planning,  operational  control,  and  management  analyses 
purposes. 

Flans  and  Resources  Branch  -  To  provide  automated  weekly, 
monthly,  quarterly,  semiannual  and  annual  reports  to  Directorate  for 
Intelligence  elements  down  to  Section  level. 
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Individual  -  To  provide  an  accurate  accounting  of  the  application 
of  effort.  * 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records. 

Retrievability:  Section,  subject,  function,  product  and  consumer. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  secure  areas  in  safes  and  cabinets  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  temporary.  Inputs  are 
destroyed  three  weeks  after  keypunch.  The  annual  report  and  tape 
are  maintained  for  five  years. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D  C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Related  form  from  individual  relevant  to 
man-hour  reporting. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0808 

System  name:  806  Training  Facilities  Records 

System  location:  Directorates  and  Major  Staff  Elements,  Defense 
Intelligence  Agency,  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  civilian  and 
military  employees  on  duty  in  the  Directorate  for  Intelligence. 

Categories  of  records  in  the  system:  Files  relating  to  civilian  and 
military  training  courses;  includes  DIA  Forms  302  and  other  docu¬ 
mentation  of  training  in  Government  and  non-Govemment  facilities. 
DIA  Form  68,  Request  for  Training.  Courses  attended  and  related  in¬ 
formation. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  3105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  306(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  process  applications,  to 
request  special  training,  to  monitor  and  maintain  records  of  all  train¬ 
ing  of  military  and  civilian  employees,  to  manage  educational 
development. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 


Retrievability:  Filed  by  subject  and  by  Division. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  secure  areas  in  safes  and  cabinets  accessible  only  to 
authorized  personnel  who  are  property  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  temporary  and  are  destroyed 
six  months  after  training  is  completed. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Correspondence  from  office  requesting 
training  of  individuals. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0808/01 

System  name:  808/1  Request  for  Training 

System  location:  Directorates  and  Major  Staff  Elements,  Defense 
Intelligence  Agency,  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  File  is  maintained 
on  employees  requesting  special  training. 

Categories  of  records  in  the  system:  Record  of  training  requested 
and  accomplished,  justification  for  training,  where  training  accom¬ 
plished  (DIA  Form  302  and  Form  68). 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  verify  training  accom¬ 
plishments  and  costs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folder. 

Retrievability:  Filed  alphabetically 

Safeguards:  Stored  in  locked  container  with  access  limited  to  need- 
to-know  basis. 

Reteatloo  and  disposal:  Retained  one  year  beyond  current  calendar 
year  and  destroyed. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 
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Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
*1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Employee  requesting  training. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DU  0809 

System  name:  809  Off  Duty  Employment  Report 

System  location:  Directorates  and  Major  Staff  Elements,  Defense 
Intelligence  Agency,  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  personnel  em¬ 
ployed  during  off  duty  hours. 

Categories  of  records  in  the  system:  Record  contains  employee's 
name,  social  security  number,  job  title,  element,  duty  hours,  name 
and  address  of  off  duty  employer,  description  of  work. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  keep  record  of  person¬ 
nel  employed  during  off  duty  hours.  Insure  no  conflict  with  DoD  in¬ 
terests. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  in  paper  folders. 

Retrievability:  Filed  alphabetically  by  employee’s  last  name  in  per¬ 
sonnel  folder. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Record  kept  as  long  as  person  is  employed 
or  as  long  as  off  duty  employment  is  in  effect. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 


Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Information  provided  by  individual  and 
supervisor(s)  at  the  time  DIA  Form  780  is  submitted. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0810 

System  name:  810  Library  Circulation  File 

System  location:  Reference  Library  Branch,  Central  Reference 
Division,  Directorate  for  Support,  Defense  Intelligence  Agency, 
Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  Any  person  who 
has  borrowed  and  not  yet  returned  materials  to  the  Library. 

Categories  of  records  in  the  system:  File  identifies  items  which  are 
on  loan  and  who  has  borrowed  them  including  name,  office  and 
telephone  number. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Library  Branch,  identifica¬ 
tion  of  who  has  a  specific  item,  when  the  item  is  due  for  return,  and 
identification  of  what  a  person  has  on  loan  for  return  to  the  library  at 
the  time  of  leaving  the  Agency. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Stored  in  Access  60  retrieval  machine  on  special  cards 
upon  which  is  affixed  the  data. 

Retrievability:  Information  retrieved  by  name  of  borrower,  call 
number  of  item  borrowed,  and  due  date  for  return. 

Safeguards:  File  is  under  observation  of  the  Circulation  Staff  at  all 
times  when  facility  is  open,  access  restricted  to  Library  Staff  mem¬ 
bers. 

Retention  and  disposal:  Records  maintained  only  while  materials 
are  on  loan,  records  are  destroyed  upon  return  of  item. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 
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For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 
v  Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Document  call  number  and  due  date  as¬ 
signed  internally,  borrower  gives  name,  office,  and  telephone 
number. 

Systems  exempted  from  certain  provisions  of  the  act:  Contents  ex¬ 
empt  based  on  security  classification  requirement. 

L  DIA  0811 

System  name:  811  Intelligence  Report  Indexing  System  (IRISA) 

System  location:  Defense  Intelligence  Agency,  DS-4B,  Washington, 

D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  individuals 
listed  in  Intelligence  Information  Reports  received  by  DS-4B. 

Categories  of  records  in  the  system:  Record  consists  of  individual’s 
name  and  related  data.  Data  input  on  Forms  610  and  40. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21 ,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  IRISA  data  is  used  for 
reference  queries. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Data  is  stored  on  magnetic  tapes. 

Retrievability:  Data  may  be  retrieved  via  individual’s  name. 

Safeguards:  Only  persons  with  proper  security  and  computer  ac¬ 
cess  may  query  IRISA. 

Retention  and  disposal:  The  data  is  part  of  the  permanent  IRISA 
file. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301 . 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 


Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  ana  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  The  source  for  the  data  is  intelligence  in¬ 
formation  reports  received  by  DS-4B  for  indexing/cataloging. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0812 

System  name:  812  ASDIA  All  Source  Document  Index 

System  location:  Defense  Intelligence  Agency,  DS-4B,  Washington, 
D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  Information  is  ex¬ 
tracted  from  documents  and  stored  in  automated  file.  Occasionally 
names  of  high  level  government  personnel  or  Americans  harmed 
(while  abroad)  are  mentioned. 

Categories  of  records  in  the  system:  Record  contains  individual’s 
name  and  related  data.  Data  input  Form  217-1,  217-2,  217-a,  and  217- 
b. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage-** 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  reference  queries. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Data  is  stored  on  magnetic  tape. 

Retrievability:  Data  is  retrievable  via  individual’s  name. 

Safeguards:  Only  persons  with  proper  security  and  access  may 
query  ASDIA. 

Retention  and  disposal:  The  record  is  a  permanent  part  of  the 
FILE. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 
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Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Documents  received  by  DS-4B  for  index¬ 
ing/cataloging. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0813 

System  name:  813  Automated  Bibliographic  Data  Files,  ASDLA, 
IRIS  A,  IRFLA 

System  location:  Reference  Library  Branch,  Central  Reference 
Division,  Directorate  for  Support,  Defense  Intelligence  Agency, 
Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  ASDIA  file 
represents  an  automated  file  of  authors  of  books  and  documents 
from  June  1973  to  present  with  biographic  citations  where  individuals 
are  included  within  the  subject  contents  of  the  items. 

IRISA  file  represents  citations  to  Intelligence  Information  Reports 
September  1971  to  present  with  biographic  notations  where  an  in¬ 
dividual  is  the  subject  of  the  report  or  where  a  Defense  Attache  is 
the  author  of  the  report. 

IRFLA  file  represents  citations  to  Intelligence  Information  Reports 
June  1965  to  Sept  1971  with  biographic  notations  where  an  individual 
is  the  subject  of  the  report. 

Categories  of  records  in  the  system:  ASDIA  contains  citations  to 
books,  classified  studies  and  papers  entered  into  the  DIA  Library 
collection  for  Intelligence  research  purposes. 

IRISA  contains  citations  to  all  Intelligence  Information  Reports 
received  by  DIA  from  September  1971  to  present. 

IRFLA  contains  citations  to  all  Intelligence  Information  Reports 
received  by  DIA  from  June  1965  to  September  1971. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  ASDIA,  IRISA  and 
IRFLA  used  for  document  and  subject  searches  including  bio¬ 
graphies.  IRISA  also  used  for  identification  of  reports  produced  by 
various  attaches. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Stored  in  automated  form  by  DIA' computers. 

Retrievability:  Information  retrieved  by  subjects  and  individual 
names  through  on-line  or  off-line  means. 

Safeguards:  Access  to  files  based  upon  security  clearance,  and 
need  to  know,  not  restricted  to  Library  Branch  personnel  except  for 
IRFLA  which  is  accessed  only  by  Library  personnel. 

Retention  and  disposal:  Files  are  retained  indefinitely. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  nof  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the- Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 


date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Intelligence  reports,  studies,  and  open 
source  literature. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0814 

System  name:  814  Timekeeper  Station  Listing 

System  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  of  DIA  by  organization  code  number  in  Washington 
headquarters. 

Categories  of  records  in  the  system:  Listing  of  all  civilian  employees 
by  organization  code  number  -  listing  names. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  separate  em¬ 
ployees  by  payroll  number  and  location.  Files  are  restricted  to  per¬ 
sonnel  of  Financial  Policy  and  Accounting  Division  (CC-l)  and 
respective  timekeepers  and  payclerks  concerned  on  a  'need  to  know’ 
basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  alphabetically  and  chronologically  filed. 

Retrievability:  Retrieved  by  individual's  name  and  organization 
code  number. 

Safeguards:  Access  to  area  is  controlled.  Personnel  of  CC-1  have 
access  on  a  'need  to  know’  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
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authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  All  data  supplied  by  PM,  Timekeepers 
and  pavclerks. 

Systems  exempted  from  certain  previsions  of  the  act:  None 
L  DIA  0815 

System  name:  815  Cost  of  Annual  Leave  Balance  Report 

Svstem  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 

D  C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  Washington 
Area  civilian  employees  of  DIA  who  earn  leave  in  Washington 

headquarters. 

Categories  of  records  in  the  system:  Listing  of  balance  of  each  DIA 
civilian  employee’s  leave  -  annual  and  sick  leave. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  have  availa¬ 
ble  historical  files  of  individual  payroll  matters  relating  to  DIA 
civilian  employees.  Files  are  restricted  to  personnel  of  PM  and 
Financial  Policy  and  Accounting  Division  (CC-1)  on  a  ’need  to  know’ 
basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  alphabetically  and  chronologically  filed. 

Retrievability:  Retrieved  by  individual’s  name  and  organization 
code  number. 

Safeguards:  Access  to  area  is  controlled.  Personnel  of  CC-1  have 
access  on  a  ’need  to  know’  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  destroyed. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card.  * 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  All  data  supplied  by  U.S.  Army  Finance. 


Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DU  0816 

System  name:  816  DIA  Employee  Personal  Services  DA  2449 

System  location:  Defense  Intelligence  Agency,  CC-I,  Washington, 
D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  Washington 
area  civilian  employees  currently  being  paid  by  DIA  in  Washington 
headquarters. 

Categories  of  records  in  the  system:  Listing  of  amounts  and  deduc¬ 
tions  for  each  DIA  civilian  employee  by  pay  period. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  have  availa¬ 
ble  historical  files  of  individual  payroll  matters  relating  to  DIA 
civilian  employees.  Files  are  restricted  on  a  ’need  to  know*  basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  alphabetically  and  chronologically  filed. 

Retrievability:  Retrieved  by  individual’s  name. 

Safeguards:  Access  to  area  is  controlled.  Personnel  of  CC-1  have 
access  on  a  'need  to  know’  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  All  data  supplied  by  U.S.  Army  Finance. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0817 

System  name:  817  DIA  Employee  Bond  Issuance  Schedule  DD  1084C 

System  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  receiving  bonds  in  DIA  in  Washington  headquarters. 

Categories  of  records  in  the  system:  Listing  of  bonds  by  denomina¬ 
tions  issued  to  employees  by  pay  period. 
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Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  have  availa¬ 
ble  historical  files  of  individual  payroll  matters  relating  to  DIA 
civilian  employees.  Files  are  restricted  on  a  ’need  to  know’  basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  alphabetically  and  chronologically  filed. 

Retrievability:  Retrieved  by  individual’s  name  and  payroll  number. 

Safeguards:  Access  to  area  is  controlled.  Personnel  of  CC-1  have 
access  on  a  ’need  to  know’  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  destroyed. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not.be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  All  data  supplied  by  U.S.  Army  Finance. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0818 

System  name:  818  DIA  Employee  Civilian  Payroll  Checks  Listing 

System  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  of  DIA  who  are  receiving  salary  in  Washington  headquarters. 

Categories  of  records  in  the  system:  Listings  of  paychecks  issued  to 
employees  by  pay  period. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  have  availa¬ 
ble  historical  files  of  individual  payroll  matters  relating  to  DIA 


civilian  employees.  Files  are  restricted  to  personnel  of  Financial  Pol¬ 
icy  and  Accounting  Division  (CC-1)  on  a  ’need  to  know’  basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  alphabetically  and  chronologically  filed. 

Retrievability:  Retrieved  by  individual's  name. 

Safeguards:  Access  to  area  is  controlled.  Personnel  of  CC-1  have 
access  on  a  ’need  to  know’  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  destroyed. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a' record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  All  data  supplied  by  U.S.  Army  Finance 
and  individual  concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0819 

System  name:  819  Collection  of  Indebtedness  due  U.S.  Government 

System  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  Civilian  employees 
of  DIA  who  are  indebted  to  U.S.  Government. 

Categories  of  records  in  the  system:  Case  files  of  civilian  employees 
of  DIA  who  are  indebted  to  the  U.S.  Government. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  have  availa¬ 
ble  historical  files  of  DIA  employees  who  are  indebted  to  the  U.S. 
Government.  Files  are  restricted  to  personnel  of  Comptroller’s  Office 
(CC)  on  a  ’need  to  know’  basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  alphabetically  filed. 

Retrievability:  Retrieved  by  individual’s  name. 

Safeguards:  Secured  safe.  Personnel  of  CC-1  have  access  on  a 
’need  to  know’  basis. 
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Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  retired  to  Federal  Records  Center. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Data  is  supplied  by  Defense  Intelligence 
Agency  and  U.S.  Army  Finance  Office. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0820 

System  name:  820  DIA  Employee  Payroll  Authorization  for  Disposi¬ 
tion  of  Salary  Check,  Bond  DIA  945. 

System  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  of  DIA  who  advise  us  of  disposition  of  their  check/bonds 
when  leaving  DIA  in  Washington  headquarters. 

Categories  of  records  in  the  system:  Record  of  authorization  to  for¬ 
ward  checks/bond. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  have  availa¬ 
ble  historical  files  of  individual  payroll  matters  relating  to  DIA 
civilian  employees.  Files  are  restricted  to  personnel  of  Financial  Pol¬ 
icy  and  Accounting  Division  (CC-1)  on  a  ’need  to  know’  basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  alphabetically  and  chronologically  filed. 

Retrievability:  Retrieved  by  individual’s  name. 

Safeguards:  Access  to  area  is  controlled.  Personnel  of  CC-1  have 
access  on  a  ’need  to  know’  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  destroyed. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 


Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  All  data  supplied  by  individual  concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0821 

System  name:  821  DIA  Travel  Record  DIA  766 

System  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  Washington 
area  civilian  employees  of  DIA  who  travelled  -  Washington 
headquarters. 

Categories  of  records  in  the  system:  Documentation  relating  to  DIA 
civilian  employees  who  travelled  for  DIA. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  have  a  readi¬ 
ly  available  historical  file  of  individual  travel  matters  relating  to 
civilian  employees  of  DIA.  Files  are  restricted  to  personnel  of  Finan¬ 
cial  Policy  and  Accounting  Division  (CC-1)  on  a  ’need  to  know’ 
basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  alphabetically  and  chronologically  filed. 

Retrievability:  Retrieved  by  individual’s  name. 

Safeguards:  Access  to  area  is  controlled.  Personnel  of  CC-1  have 
access  on  a  ’need  to  know’  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  retired  to  records  center. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 
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Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  All  data  is  obtained  by  accounting  docu¬ 
ments  furnished  by  DIA  Travel  Branch  and  U.S.  Army  Finance. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0822 

System  name:  822  Signature  Card  DD  S77,  Individual  Signature  Cards 

System  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  Civilian  employees 
of  DIA  authorized  to  certify  bills  and  receipt  of  goods  in  Washington 
headquarters. 

Categories  of  records  in  the  system:  Signature  cards  for  each  DIA 
civilian  employee  authorized  to  certify  bills  or  receipt  of  goods. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  have  availa¬ 
ble  historical  files  of  individuals  authorized  to  certify  bills  and  goods 
in  DIA.  Files  are  restricted  to  personnel  of  Financial  Policy  and  Ac¬ 
counting  Division  (CC-1)  on  a  'need  to  know’  basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  record  alphabetically  filed. 

Retrievability:  Retrieved  by  individual’s  name. 

Safeguards:  Access  to  area  is  controlled.  Personnel  of  CC-1  have 
access  on  a  ’need  to  know’  basi. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  retired  to  Records  Center. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname. 


date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  All  data  is  supplied  by  individual  con¬ 
cerned. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0823 

System  name:  823  Requests  for  Waiver  of  Indebtedness  Resulting 
from  Erroneous  Payments 

System  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D  C.  20301. 

Categories  of  individuals  covered  by  the  system:  Civilian  employees 
of  DIA  requesting  waiver  of  indebtedness. 

Categories  of  records  in  the  system:  Civilian  employees  of  DIA  who 
requested  a  waiver  of  indebtedness. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  have  availa¬ 
ble  historical  files  of  individuals  who  requested  waiver  of  indebted¬ 
ness  resulting  from  erroneous  payments  of  pay  and  allowances  for 
civilians.  Files  are  restricted  to  personnel  of  DIA  Comptrollers  (CC) 
and  General  Accounting  Office  on  a  ’need  to  know’  basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  alphabetically  filed. 

Retrievability:  Retrieved  by  individual’s  name. 

Safeguards:  Secured  Safe.  Personnel  of  CC-1  have  access  on  a 
'need  to  know’  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  retired  to  Federal  Records  Center. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a .  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 
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Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Data  is  supplied  by  individual  concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  D1A  0824 

System  name:  824  Retirement  Records  SF2806 

System  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D  C.  20301 . 

Categories  of  individuals  covered  by  the  system:  Employees  cur¬ 
rently  having  retirement  deductions  withheld  under  Civil  Service 
System. 

Categories  of  records  in  the  system:  Documentation  relating  to  in¬ 
dividual  civilian  employees  of  DIA  who  are  under  Civil  Service 
Retirement  System  in  the  Defense  Attache  System. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  have  a  readi¬ 
ly  available  historical  file  of  individual  retirement  matters  relating  to 
DLA  employees  at  Defense  Attache  Offices.  Provides  accessible 
reference  on  retirement  matters  and  is  restricted  to  Financial  Policy 
and  Accounting  Division  (CC-1)  on  a  ’need  to  know’  basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem:  , 

Storage:  Paper  records  alphabetically  and  chronologically  filed. 

Retrievability:  Retrieved  by  individual's  name. 

Safeguards:  Secured  Safe.  Personnel  of  CC-1  have  access  on  a 
’need  to  know’  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  forwarded  to  Civil  Service  Commission.  Copy  of  original  card 
maintained  and  filed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.’  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  recc  'd. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301 . 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  All  data  is  supplied  by  U.S.  Defense  At¬ 
tache  Office  and  payroll  office. 

Systems  exempted  from  certain  provisions  of  the  act:  None 


L  DIA  0825 

System  name:  825  DIA  53  Payclerk/Supervisor  Name  Card 
System  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D.C.  20301. 


Categories  of  records  in  the  system:  Card  file  listing  names  of  per¬ 
sons  authorized  to  pick  pay  checks  up  and  sign  time  and  attendance 
cards. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  have  availa¬ 
ble  historical  files  of  individuals  authorized  as  payclerks  and  to  sign 
time  and  attendance  cards. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  record  filed  by  organization  code  number. 

Retrievability:  Retrieved  by  individual’s  name. 

Safeguards:  Secured  Safe.  Personnel  of  CC-1  have  access  on  a 
’need  to  know’  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  die  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  All  data  is  supplied  by  individual  con¬ 
cerned. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0826 

System  name:  826  Request  for  DoD  Management  Education  and 
Training  Program  Courses 

System  location:  Management  Analysis  and  Information  Branch 
(CC-2B),  Manpower  and  Management  Division  (CC-2),  Comptroller 
(CC),  Defense  Intelligence  Agency,  Washington,  D.C.  20301. 


Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  in  DIA  headquarters  who  are  assigned  as  payclerks  or  super¬ 
visors. 


FEDERAL  REGISTER  VOL  40,  NO.  1 60 -MONDAY,  AUGUST  18,  1975 


DEPARTMENT  OF  DEFENSE 


35849 


Categories  of  individuals  covered  by  the  system:  All  employees  of 
the  Office  of  the  Comptroller,  Defense  Intelligence  Agency,  who 
request  training  from  the  Department  of  Defense  Computer  Institute 
(DODCI). 

Categories  of  records  in  the  system:  Educational  background  of  in- 
dividual  requesting  training,  record  of  employment  and  course  of  in¬ 
struction  data. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  'and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  verify  Office  of  the 
Comptroller  employees  training  at  DODCI. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folder. 

Retrievability:  Filed  alphabetically  by  last  name  of  employee. 

Safeguards:  File  is  maintained  in  locked  container.  Access  to  file  is 
limited  to  a  ’need  to  know’  basis. 

Retention  and  disposal:  Record  is  destroyed  after  one  year. 

System  “  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  idenutication  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Information  is  provided  by  employee 
requesting  training,  employee’s  files,  DODCI. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0860 

System  name:  860  Payroll  Service  Request  Form 

System  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  Civilian  employees 
of  DIA  stating  payroll  problems  in  Washington  headquarters. 

Categories  of  records  in  the  system:  Forms  completed  by  employee 
stating  payroll  problem. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 


re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  have  availa¬ 
ble  historical  files  of  individual  payroll  matters  relating  to  DIA 
civilian  employees  Files  are  restricted  to  personnel  of  Financial  Pol¬ 
icy  and  Accounting  Division  (CC-1)  on  a  ’need  to  know’  basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  alphabetically  and  chronologically  filed. 

Retrievability:  Retrieved  by  individual's  name. 

Safeguards:  Access  to  area  is  controlled,  personnel  of  CC-1  have 
access  on  a  ’need  to  know’  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  die  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  All  data  is  supplied  by  U.S.  Army 
Finance  and  individual  concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0879 

System  name:  879  Cancellation  of  Allotment  of  Pay  for  Credit  to 
Financial  Institution. 

System  location:  Defense  Intelligence  Agency,  Washington,  D.C. 
20301. 

Categories  of  individuals  covered  by  the  system:  All  personnel  can¬ 
celling  an  allotment. 

Categories  of  records  in  the  system:  Record  contains  employee’s 
name,  organizational  code  and  employee  number,  address,  name  and 
address  of  financial  institution,  employee’s  account  number  with 
financial  institution,  amount  of  allotment,  first  day  of  pay  period  can¬ 
cellation  is  to  be  effective,  and  signature  of  employee. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  record  of  per¬ 
sonnel  cancelling  an  allotment. 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  record  in  paper  folder. 

Retrievability:  Filed  alphabetically  by  employee’s  last  name. 

Safeguards:  Buildings  employ  security  guards.  Records  maintained 
in  areas  accessible  only  to  authorized  personnel  who  are  properly 
screened,  cleared  and  trained. 

Retention  and  disposal:  Record  kept  one  year. 

System  manager! s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  datt 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DLA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Information  provided  by  individual  at 
time  DIA  Form  879  is  prepared. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  1164 

System  name:  1164  Claim  for  Reimbursement  for  Expenditures  on 
Official  Business. 

System  location:  Defense  Intelligence  Agency,  Washington,  D.C. 
20301. 

Categories  of  individuals  covered  by  the  system:  All  personnel 
qualified  for  reimbursement  for  expenditures  on  official  business. 

Categories  of  records  in  the  system:  Record  contains  agency,  name 
and  mailing  address  of  claimant,  listing  of  expenditures,  and  signa¬ 
ture  of  claimant. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  3103.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  306(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  record  of  per¬ 
sonnel  qualified  for  reimbursement  for  expenditures  on  official  busi¬ 
ness. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  in  paper  folder. 

Retrievability:  Filed  in  alphabetically  by  claimant’s  last  name  in 
budget  folder. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 


Retention  and  disposal:  Retained  for  one  year  and  then  destroyed. 

System  manager! s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Information  provided  by  individual  at  the 
time  SF  1164  is  submitted. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  1196 

System  name:  1198  Request  by  Employee  for  Allotment  of  Pay  for 
Credit  to  Savings  Account. 

System  location:  Defense  Intelligence  Agency,  Washington,  D.C. 
20301. 

Categories  of  individuals  covered  by  the  system:  AU  personnel 
requesting  pay  allotment  for  credit  to  savings  account  with  a  finan¬ 
cial  organization. 

Categories  of  records  in  the  system:  Record  contains  employee's 
name,  social  security  number,  agency,  financial  organization. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  },  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  die 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  -purposes  of  such  uses:  To  maintain  a  file  of  per¬ 
sonnel  requesting  pay  allotments  for  credit  to  savings  account  with  a 
financial  organization. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  record  in  paper  folder. 

Retrievability:  Filed  alphabetically  by  requester’s  last  name  and 
filed  with  other  personnel  items. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Record  kept  as  along  as  allotment  is  in  ef¬ 
fect. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 
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Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity 'card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Information  provided  by  individual  at  the 
time  SF  1198  is  submitted. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  1351 

System  name:  1351  Travel  Voucher  or  Subvoucher. 

System  location:  Defense  Intelligence  Agency,  Washington,  D.C. 
20301. 

Categories  of  individuals  covered  by  the  system:  All  personnel  who 
have  a  need  for  reimbursable  expenses. 

Categories  of  records  in  the  system:  Record  contains  employee’s 
name,  grade,  social  security  number,  check  mailing  address,  duty 
phone  number,  organization  and  station,  itinerary,  reimbursable  ex¬ 
penses,  transportation  requests,  charges,  and  leave  statement. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  record  of  per¬ 
sonnel’s  reimbursable  expenses,  statistical,  accounting. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  record  in  paper  folder. 

Retrievability:  Filed  alphabetically  by  employee’s  last  name  in 
budget  folder. 

Safeguards:  Buildings  emplpy  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened  and  trained. 

Retention  and  disposal:  Record  kept  one  year. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 


Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit.  i 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Information  provided  by  individual  at  the 
time  DD  Form  1351-2  is  prepared. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  1727 

System  name:  1727  Application,  Change,  Cancellation  for  U.S. 

Savings  Bond  Class  A  Pay  Reservation. 

System  location:  Defense  Intelligence  Agency,  Washington,  D.C. 
20301. 

Categories  of  individuals  covered  by  the  system:  All  personnel 
changing,  cancelling  or  applying  for  a  Class  A  U.S.  Savings  Bond. 

Categories  of  records  in  the  system:  Record  contains  employee’s 
name,  agency,  type  of  action,  deduction,  bond  denomination,  owner, 
address,  co-owner  or  beneficiary,  and  signature. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  of  management.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  record  of  per¬ 
sonnel  requesting,  changing,  or  cancelling  U.S.  Savings  Bond  Allot¬ 
ment. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  record  in  paper  folder.  • 

Retrievability:  Filed  with  payroll  actions  alphabetically  by  em¬ 
ployee’s  last  name.  « 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Record  kept  one  year. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  die  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information:  t 
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Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington,  D.C.  20301. 

Record  source  categories:  Information  provided  by  individual  and 
supervisors)  at  the  time  DA  Form  1727  is  prepared. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  D1A  1728 

System  name:  1728  DIA  Prisoner  of  War  Intelligence  Analysis  and 
Debriefing  Files 

System  location:  Directorate  for  Intelligence,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  U.S.  personnel 
previously  held  prisoner  of  war  (PW)  or  detained  in  Southeast  Asia 
from  1961  to  date  and  returned  to  U.S.  control;  and  U.S.  personnel 
released  from  detention  in  The  Peoples  Republic  of  China  since  1970. 
All  U.S.  personnel  considered  MIA  or  KIA  and  bodies  not 
recovered. 

Categories  of  records  in  the  system:  Narrative  of  loss  incident; 
identification  data  (e.g.  height,  weight,  photograph);  casualty  report 
(DD  1300);  intelligence  reports  possibly  identifying  subject;  articles, 
statements,  lists,  and  photographs  published  in  the  world  news  media 
or  broadcast  over  enemy  public  radio;  portions  of  official 
debriefings;  and/or  debriefing  summaries.  Note:  Not  all  categories 
are  contained  in  each  file/record. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961 ,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has  been 
re -codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102  enti¬ 
tled  Establishment  of  program  ofmanagement.  This  relates  to  the 
records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  DI-6A4  personnel  -  as 
background  for  analytical  purposes,  to  collate  with  other  files,  or  ex¬ 
tract,  as  necessary  in  the  evaluation  of  intelligence  reports  pertaining 
to  U.S.  personnel  PW/MIA;  in  preparation  of  special  studies  on  the 
treatment  of  U.S.  PWs;  to  prepare  appraisals  of  PW  camps  holding 
U.S.  personnel;  to  provide,  on  a  need-to-know  basis,  responses  to 
queries  for  PW  intelligence  from  the  JCS,  OASDOSA),  the  Depart¬ 
ment  of  State,  Central  Intelligence  Agency  jmd  the  Military  Services; 
to  assist  the  military  service  intelligence  and  casualty  offices  in  the 
determination  of  status  of  their  personnel;  to  provide  guidance  to  the 
Joint  Casualty  Resolution  Center  to  assist  in  planning  for  the 
recovery  of  remains  of  U.S.  personnel  not  accounted  for;  to  prepare 
’lessons  learned’  studies  and  to  prepare  a  service  coordinated 
’national  concept  of  operations  for  casualty  reporting,  intelligence  re¬ 
porting,  collection  and  analysis'  for  use  in  the  event  the  U.S. 
becomes  engaged  in  a  conflict  wherein  U.S.  personnel  may  be  cap¬ 
tured. 

Complete  records/files  on  an  individual  are  not  provided  to  any 
agency  other  than  the  intelligence  or  casualty  offices  of  the  in¬ 
dividual’s  parent  service  (or  the  appropriate  Department  of  State 
representative  in  the  case  of  U.S.  civilians). 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  and  photographs  maintained  in  file  folders. 

Retrievability:  Filed  alphabetically  by  name. 

Safeguards:  Building  employs  security  guards  and  a  visitor  roster  is 
maintained.  Records  are  maintained  in  secured  safes  and/or  combina¬ 
tion  padlocked  cabinets  in  a  locked  suite  of  offices  in  a  specially 
secured  area.  Files  are  accessible  only  to  authorized  personnel  who 
are  assigned  to  DI-6A4  and  are  properly  screened,  cleared  and 
trained. 

Retention  and  disposal:  Records  are  temporary  working  files  and 
will  be  retired  to  the  Federal  Records  Center  to  be  destroyed  15 
years  after  all  U.S.  personnel  missing  in  SEAsia  are  accounted  for. 


System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether  the 
Defense  Intelligence  Agency  has  records  pertaining  to  the  individual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identity 
the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable  por¬ 
tions  thereof  must  be  made  in  writing.  The  request  should  contain  at 
least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  .the  individual  will  be  accompanied  by 
a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompanying 
person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Defense 
Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

Record  source  categories:  Parent  Military  Services;  intelligence  re¬ 
ports  prepared  by  elements  of  the  Defense  Intelligence  Agency,  the 
Military  Services  and  the  Central  Intelligence  Agency;  the  Depart¬ 
ment  of  State;  Foreign  Broadcast  Information  Service  reports; 
newspapers;  magazines;  television;  radio. 

Systems  exempted  from  certain  provisions  of  the  act:  Classified  in¬ 
formation  will  be  released  only  to  individual’s  holding  proper 
clearance. 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  com¬ 
ponent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order  is¬ 
sued  pursuant  thereto,  the  relevant  records  in  the  system  of  records 
may  be  referred,  as  a  routine  use,  to  the  appropriate  agency,  whether 
federal,  state,  local  or  foreign,  charged  with  the  responsibility  of  in¬ 
vestigating  or  prosecuting  such  violation  or  charged  with  enforcing  or 
implementing  the  statute,  rule,  regulation  or  order  issued  pursuant 
thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN  REQUESTING  INFOR¬ 
MATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  information 
or  other  pertinent  information,  such  as  current  licenses,  if  necessary 
to  obtain  information  relevant  to  a  component  decision  concerning 
the  hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  gran¬ 
tor  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED  INFORMA 
TION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee,  the  letting  of  acontract,  or  the  issuance  of  a  license,  grant,  or 
other  benefit  by  the  requesting  agency,  to  the  extent  that  the  infor¬ 
mation  is  relevant  and  necessary  to  the  requesting  agency’s  decision 
on  the  matter. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF  DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  Depart¬ 
ment  of  Defense  if  necessary  and  relevant  for  the  performance  of  a 
lawful  function  such  as,  but  not  limited  to,  personnel  actions,  person- 
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nel  security  actions  and  criminal  investigations  of  the  Component 
requesting  the  record. 

MAA00001 

System  name:  Flight  Readiness  Evaluation  Data  System  (FREDS) 

System  location:  Primary  System  -  The  Commandant  of  the  Marine 
Corps,  Headquarters  Marine  Corps,  Washington,  D  C  20380 

Decentralized  Segments  -  The  Marine  Corps  Aircraft  Wing  (MAW) 
to  which  the  individual  is  assigned  for  duty.  Addresses  as  as  shown 
in  the  Navy  Standard  Distribution  List  (OPNAV  09B3-107) 

Categories  of  individuals  covered  by  the  system:  All  active  Marine 
Corps  Air  Crewmembers  (Naval  Aviators/Naval  Flight  Officers  and 
Enlisted  Crewmembers) 

Categories  of  records  in  the  system:  File  contains  personal  identify¬ 
ing  information  such  as  name,  rank,  social  security  number,  or¬ 
ganization  etc.,  and  specific  information  with  regard  to  aviation 
qualifications. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  and  Marine  Corps  command,  activities  and  organizations  •  By 
officials  and  employees  of  the  Marine  Corps  in  the  administration 
and  management  of  Marine  Corps  Air  Crewmember  assets  as  require 
in  the  performance  of  official  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tive  of  the  U  S  or  any  Committee  or  subcommittee  thereor,  any  joint 
committee  of  Congress  or  subcommittee  of  joint  committee  on  mat¬ 
ters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  On  magnetic  tape 

Retrievability:  By  social  security  number  of  the  individual  ad¬ 
dressed 

Safeguards:  Tapes  are  stored  in  limited  access  areas  and  handled 
by  personnel  that  are  properly  trained  in  working  with  personal  infor¬ 
mation. 

Retention  and  disposal:  File  is  maintained  on  individual  as  long  as 
he  is  in  an  active  flight  status,  information  pertaining  to  individual  so 
removed  is  erased  from  tape. 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps.  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Notification  procedure:  Information  may  be  obtained  from  the  in¬ 
dividual  command  to  which  an  individual  is  assigned  for  duty.  Ad¬ 
dresses  of  individual  commands  are  as  listed  in  the  Navy  Standard 
Distribution  List  (OPNA  P09B3-107). 

Record  access  procedures:  Written  requests  from  individuals  should 
be  addressed  to  the  Commanding  Officer  of  the  aviation  unit  to 
which  they  are  assigned  for  duty.  Addresses  are  shown  in  the  Navy 
Standard  Distribution  List. 

Personnel  not  permanently  assigned  to  an  aviation  command  may 
request  information  from  the  Commandant  of  the  Marine  Corps 
(Code  AA),  Headquarters,  U  S  Marine  Corps  Washington,  D  C 
20380. 

Written  requests  should  include  name,  and  social  security  number. 

For  personal  visits  the  individual  should  be  able  to  provide  per¬ 
sonal  identification,  such  as  valid  military  identification  card,  drivers 
license,  etc. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  contest¬ 
ing  contents  and  appealing  initial  determinations  may  be  obtained 
from  the  SYSMANAGER 

Record  source  categories:  The  primary  source  is  the  individual. 
However  the  individual’s  commanding  officer  or  the  commanding  of¬ 
ficer’s  designated  individual  fulfills  certain  criteria. 

Systems  exempted  from  certain  provisions  of  the  act:  None 


MAA00002 

System  name:  Marine  Corps  Aircrew  Performance/Qualification  In¬ 
formation 

System  location:  The  Commandant  of  the  Marine  Corps,  Headquar¬ 
ters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Categories  of  individuals  covered  by  the  system:  Marine  Corps 
aeronautically  designated  personnel  (Naval  Aviators,  Naval  Flight 
Officers,  and  aircrew  members)  who  have  been  the  subject  of  medi¬ 
cal  qualification,  flight  pay  entitlement,  and/or  Flight  Status  Selection 
Board  (FSSB)  correspondence. 

Categories  of  records  in  the  system:  The  file  contains  information 
on  medical  qualification,  flight  pay  entitlements,  and/or  FSSB  cor¬ 
respondence  and  the  background  data  addressing  such  correspon¬ 
dence. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  and  Marine  Corps  commands,  activities  and  organizations  -  By 
officials  and  employees  of  the  Marine  Corps  in  the  execution  of  their 
assigned  duties  withTrespect  to  the  administration  and  management  of 
Marine  Corps  aeronautically  designated  personnel. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  is  contained  on  paper  records  in  file  folders. 

Retrievability:  Information  is  retrieved  alphabetically  by  the  last 
name  of  the  individual  concerned. 

Safeguards:  Building  containing  files  employs  24  hour  security 
guards.  Offices  containing  files  are  locked  after  working  hours  and 
personnel  handling  records  do  so  only  on  a  ’need-to-know’  basis. 
Such  personnel  are  trained  and  screened  for  dependability.  Material 
that  could  be  considered  ’career-sensitive’  is  retained  in  a  safe. 

Retention  and  disposal:  Files  are  permanent.  They  are  retained  in 
active  file  until  it  is  determined  they  are  no  longer  required,  then 
transferred  to  Marine  Corps  Central  Files  for  historical  deposit. 

System  managers)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  AA) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-1391 

Record  access  procedures:  Written  requests  from  the  individual 
should  be  addressed  to  the  Commandant  of  the  Marine  Corps  (Code 
AAZ),  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380  and 
should  contain  the  full  name,  social  security  number  and  signature. 

For  personal  visits  the  individual  should  provide  valid  identifica¬ 
tion  such  as  military  identification  card.  Department  of  Defense 
building  pass,  drivers  license,  or  other  type  identification  that  in¬ 
cludes  picture  and  signature.  In  the  absence  of  such  identification, 
the  individual  must  provide  sufficient  data  to  insure  that  the  in¬ 
dividual  is  the  subject  of  the  inquiry. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  contest¬ 
ing  contents  and  appealing  initial  determinations  may  be  obtained 
from  the  SYSMANAGER 

Record  source  categories:  Information  is  obtained  from  official  re¬ 
ports,  boards,  inquiries  and  requests.  Information  is  also  obtained 
from  the  review  of  Naval  Aviator/Naval  Flight  Officer  Reporting 
Management  System  (NANFORMS)  data. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
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System  name:  Naval  Aviator/Naval  Flight  Officer  Reporting  Manage¬ 
ment  System  (NANFORMS) 

System  location:  The  Commandant  of  the  Marine  Corps,  Headquar¬ 
ters,  U  S  Marine  Corps  Washington,  D.  C.  20380. 

Categories  of  individuals  covered  by  the  system:  All  Marine  Corps 
aeronautically  designated  officer  personnel  (Naval  Aviators,  Naval 
Flight  Officers  and  Officer  Navigators) 

Categories  of  records  in  the  system:  File  contains  a  summary  of  in¬ 
dividual  flight  experience  by  fiscal  year  and  type  of  aircraft  in  addi¬ 
tion  to  rank,  military  occupation  specialty  and  current  duty  assign¬ 
ment. 

Authority  for  maintenance  of  the  system:  Title  S,  U.  S.  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  and  Marine  Corps  commands,  activities  and  organization  -  By 
officials  and  employees  of  the  Marine  Corps  in  connection  with  their 
assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

The  Attorney  General  of  the  U.  S.  -  By  officials  and  employees  of 
the  Office  of  the  attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U.  S.  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U.  S.  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U.  S.  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  is  stored  on  magnetic  tape 
Retrievability:  Information  is  retrieved  by  social  security  number. 
Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  trained  and  screened. 

Retention  and  disposal:  Records  are  permanent.  Older  files  are 
stored  in  Marine  Corps  Central  Files  System. 

System  manager!*)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D.  C.  20380. 
Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  AAZ) 
Headquarters,  U  S  Marine  Corps 
Washington,  D.  C.  20380 
Telephone:  Area  Code  202/694-1391 
Record  access  procedures:  Requests  from  individuals  should  contain 
the  full  name,  social  security  number  and  signature  of  the  individual. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
valid  personal  identification  such  as  military  identification  card.  De¬ 
partment  of  Defense  Building  Pass,  drivers  license,  etc.  In  the 
absence  of  the*  above  identification,  the  individual  will  be  asked  to 
provide  sufficient  data  to  insure  that  he  is  the  subject  of  the  inquire. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  contest¬ 
ing  contents  and  appealing  initial  determinations  may  be  obtained 
from  the  SYSMANAGER 

Record  source  categories:  Information  contained  in  the  records  is 
obtained  from  the  Department  of  the  Navy- wide  Individual  Flight 
Activity  Reporting  System  (IFARS)  AND  FROM  THE  Manpower 
Management  System  (MMS). 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MFD00001 

System  name:  Automated  Leave  and  Pay  System  (ALPS) 

System  location:  Primary  System  -  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Decentralized  System  -  Major  Marine  Corps  Commands 
Categories  of  individuals  covered  by  the  system:  all  Marine  Corps 
Civilian  Employees  at  Major  Marine  Corps  Commands 
Categories  of  records  in  the  system:  Pay  and  Leave  Records  of 
Marine  Corps  Civilian  Employees 


Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps;  and  Marine  Corps  commands,  activities,  and  organizations  - 
To  administer  and  manage  all  pay  and  leave  matters  for  individual 
civilian  employees. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

The  Internal  Revenue  Service  -  By  officials  and  employees  of  the 
Internal  Revenue  Service  in  connection  with  such  matters  relating  to 
their  official  duties. 

State  and  local  governmental  agencies  -  By  officials  and  employees 
of  State  and  local  governmental  agencies  in  connection  with  such 
matters  relating  to  their  official  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  Tape  or  Disk 

Retrievability:  Employee  Badge  Number  or  SSN 

Safeguards:  Restricted  Access  to  Areas  where  Maintained 

Retention  and  disposal:  Permanent  Files 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps  (Code  FD),  Headquarters,  U  S  Marine  Corps,  Washington,  D 
C  20380 

Notification  procedure:  Information  may  be  obtained  from  the 
Marine  Corps  installation  or  activity  at  which  the  individual  is  em¬ 
ployed. 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  commanding  officer  at  which  the  individual  is  em¬ 
ployed.  Addresses  of  Marine  Corps  installations,  activities,  and  or¬ 
ganizations  are  listed  in  the  Navy  Standard  Distribution  List 
(OPNAV  P09B3-107).  Written  requests  should  contain  full  name,  so¬ 
cial  security  number  or  employee  badge  number,  and  signature  of  the 
individual  concerned. 

Personal  visits  may  be  made  to  the  appropriate  installation,  activity 
or  organization  during  the  normal  work  week  between  the  hours  of 
8:00AM-4:30PM.  For  personal  visit  the  individual  should  be  able  to 
provide  valid  personal  identification  such  as  employee  badge,  drivers 
license,  medicare  card,  etc. 

Contesting  record  procedures:  The  Agency’s  Rules  for  Access  to 
Records  and  for  Contesting  Contents  and  Appealing  initial  Deter¬ 
minations  by  the  individual  concerned  may  be  obtained  from  the 
Sysmanager 

Record  source  categories:  Application  and  related  forms  provided 
by  the  employee  in  matters  relating  to  his/her  employment.  Employ¬ 
ment  data  to  include  time  cards,  standard  pay  increases,  leave,  etc. 
provided  by  the  employer  or  its  official  representative.  Data  such  as 
tax  rates,  employee  benefit  information  etc.  provided  by  appropriate 
federal,  state  or  local  governmental  agencies  or  their  designated 
representatives.  Information  from  courts,  and  attorney  having  to  do 
with  employee  wages  entitlements  and  benefits. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MFD00002 

System  name:  PRIMARY  MANAGEMENT  EFFORTS 

(PRIME)/OPERATIONS  SUBSYSTEM 

System  location:  Primary  System  -  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Decentralized  System  -  Major  Marine  Corps  Commands 

Categories  of  individuals  covered  by  the  system:  All  Marine  Corps 
Civilian  Employees  and  Selected  Military  Personnel  at  Major  Marine 
Corps  Commands 

Categories  of  records  in  the  system:  Labor  Distribution  Records 
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Authority  (or  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  and  Marine  Corps  commands,  activities  and  organizations  -  By 
officials  and  employees  of  the  Marine  Corps  in  matters  regarding 
their  assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Comnjittee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  Tape  or  Disk 

Retrievability:  Employee  Badge  Number  or  social  security  number 

Safeguards:  Restricted  Access  to  Areas  where  Maintained 

Retention  and  disposal:  Permanent  Record.  Completely  Deleted 
upon  Termination  of  Employee 

System  managers)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  FD) 

Headquarters,  U  S  Marine  Corps  (Code  FD) 

Washington,  D  C  20380 
Telephone:  Area  Code  202/694-1080 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to  the  individual’s  employing  activity.  Activity  addresses  are 
as  shown  in  the  Navy  Standard  Distribution  List  (OPNAV  09B3-107). 

Written  requests  should  contain  the  individual’s  full  name,  social 
security  number,  employee  number  (if  applicable)  and  signature. 

For  personal  visits,  the  individual  should  provide  sufficient 
identification  to  insure  the  individual  is  the  subject  of  the  inquiry. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Employing  activity  of  the  individual 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MFD00003 

System  name:  Joint  Uniform  Military  Pay  System/Manpower  Manage¬ 
ment  System  (JUMPS/MMS) 

System  location:  Primary  System  -  Marine  Corps  Automated  Ser¬ 
vices  Center,  1500  East  Bannister  Road,  Kansas  City,  Missouri 
64131;  Marine  Corps  Finance  Center,  1500  East  Bannister  Road, 
Kansas  City,  Missouri  64197. 

Decentralized  Segments  -  There  are  eight  Satellite/Command  Data 
Processing  Installations  (SDPI/CDPI)  which  maintain  files  with 
similar  records  at  the  following  locations:  SDPI  02,  Marine  Corps 
Base,  Camp  Lejeune,  NC  28542;  SDPI  03,  Marine  Corps  Base,  Camp 
Pendleton,  CA  92055;  SDPI  06,  FMF  Pacific,  FPO  San  Francisco, 
CA  96610;  SDPI  09,  Headquarters  U  S  Marine  Corps,  Washington,  D 
C  20380;  SDPI  11,  Marine  Corps  Recruit  Depot,  Parris  Island,  SC 
29905;  SDPI  15,  Marine  Corps  Recruit  Depot,  San  Diego,  CA  92140; 
CDPI  17,  Marine  Corps  Base,  Quantico,  VA  22134;  SDPI  27,  Marine 
Corps  Base,  Camp  S  D  Butler,  FPO  Seattle,  WA  98773. 

Categories  of  individuals  covered  by  the  system:  All  Marine  Corps 
personnel. 

Categories  of  records  in  the  system:  The  JUMPS/MMS  automated 
system  of  records  contains  the  following  fields  (data  elements  and 
data  sets)  and  sub-fields;  Social  Security  Number  and  the  last,  first, 
and  middle  initial  (key);  Name,  Member  Service  Number,  Contract 
Legal  Agreement,  Duty  Limitation,  Race/Sex/Ethnic  Group,  Present 
Unit  Identification,  Temporary  Reporting  Unit  Code,  Former  Unit 


Identification,  Intermediate  Unit  Identification,  Future  Unit  Identifi¬ 
cation,  Command  Data  Processing  Installation  Code,  Individual  Lo¬ 
cation,  Message  Routing  Indicator,  Pay  Entry  Base  Data,  Armed 
Forces  Active  Duty  Base  Date,  Active  Naval  Service  Base  Date, 
Current  Active  Duty  Began  Date,  Date  of  Enlistment/ Acceptance, 
Date  of  Original  Entry  Armed  Forces,  Date  of  Birth,  Estimated  Date 
of  Departure,  Estimated  Date  of  Arrival,  Date  Current  Tour  Began, 
Date  Detached  Last  Command,  Rotation  Tour  Date,  Date  Arrived  U 
S  Dependents  Not  Restricted,  Date  Arrived  U  S  Enlistment, 
Careerist  Flag,  Contract  Extension  Data,  Expiration  of  Obligated 
Service,  Security  Investigation,  Permanent  Grade  ,  Incentive  Pay, 
Proficiency  Pay,  Special  Pay,  Hostile  Fire  Pay,  Basic  Allowance  for 
Subsistence,  Basic  Allowance  for  Quarters,  Duty  Status,  Last 
Processing  Cycle  Information,  Project  Duty  Status,  Preference  for 
Duty,  Grade  for  Which  Selected,  Citizenship,  Combat  Service, 
Former  Prisoner  of  War,  Civilian  Education,  Accession  Code 
(Program  Enlisted  Under),  Military  Occupational  Specialties, 
Reserved  for  Future  Use,  Study  Group  Flag,  Religion,  Tour  Control 
Factor,  Sea  or  Foreign  Duty,  Last  Overseas  Tour,  Prospective  Of¬ 
ficers  Source  Code,  Current  Source  of  Entry  Code,  Home  of 
Record,  Prior  Key,  Days  Lost  Current  Contract,  Separation  Docu¬ 
ment  Type,  Language  Proficiency,  Language  Aptitude  Test,  Elec¬ 
tronic  Technician  Selection  Test  (Enlisted  Only),  Reserved  for  Ex¬ 
pansion,  General  Military  Subjects  Test  Results,  Classification  Test, 
Computed  General  Technical  or  General  Classification  Test,  Armed 
Forces  Qualification  Test/Army  Qualification  Test  Score  (Enlisted 
Only),  Army  Qualification  Battery  Scores,  Service  Schools,  Depen¬ 
dents  Information,  Aeronautically  Designated  Officers  &  Noncom¬ 
missioned  Officers  Information,  Deployment  Status,  Date  Last  Tour 
Combat/Combat  Support  Area,  Optional  Narrative  Form,  Aeronauti¬ 
cally  Designated,  Officers  &  Noncommissioned  Officers  Information, 
Date  Designated  Military  Pilot,  Separation  Data,  Service  Date 
(Officer),  Lineal  Control  Number/Precedence  Number  Present  Rank, 
Separation  Data  Addendum,  Lineal  Control  Number/Precedence 
Number  Permanent  Rank,  Month  Attended  Service  Academy,  Lineal 
Footnotes,  Running  Mate,  Limited  Duty  Officer/Warrant  Officer 
Footnotes,  Date  of  Acceptance  1st  Commission  in  the  Marine  Corps, 
Date  of  Rank  1st  Commission  in  the  Marine  Corps,  Date  of  Rank  1st 
Commission  Limited  Duty  Officer,  Visual  Audit,  Electronic  Data 
Processing  Test  Score,  Language  Aptitude  Test  Date,  Social  Security 
Number  Validation  Monitor,  Last  Transfer  Processing,  Information, 
Temporary  Additional  Duty  Excess  Flag,  Temporary  Additional  Duty 
Data  Processing  Installation,  Graduates  Obligation  Code,  Active 
Duty  Spouse  Identification,  Fleet  Assistance  Program  Unit  Identifi¬ 
cation,  Active  Duty  Off  Service  Base  Date,  Active  Duty  Officer 
Aviation  Service  Base  Date,  Program  Enlisted  For,  Operational  Fly¬ 
ing  Time,  Operational  Flying  Computation  Date,  Operational  Flying 
Start  Date,  Operational  Flying  Stop  Date,  Operational  Flying  Time 
Base  Date,  Operational  Flying  Gate  One,  Operational  Flying  Gate 
Two,  Reserved,  Platoon  Number,  Cycle  Number,  Last  Type 
Transaction  Code  Touched,  Not  used  at  this  time.  Today’s  Date, 
Disbursing  Officers  Symbol,  Command  DPI  of  Parent  Reporting  Unit 
Code,  Pay  Group,  Pay  Status,  Local  Disbursing  Office  Cognizance, 
Payment  Option/Leave  and  Earnings  Statement  Distribution/Pay  Dis¬ 
tribution  Code,  Federal  Withholding  Tax  Data,  Leave  Account, 
Wage  and  Tax  Summaries,  Dependency  Status,  Dependency  Deter¬ 
mination,  Basic  Pay,  Pay  Grade,  Years  in  Service,  Serviceman's 
Group  Life  Insurance  Deduction,  Federal  Income  Tax  Withholding, 
Federal  Indemnity  Compensation  Act  Tax  Withholding,  Payments, 
JUMPS  Account  Standing,  Total  Allotment  Deductions,  Last  Update 
and  Extract  Date,  Savings  Deposits,  Pay  Extraction  Flag,  Regular 
Reenlistment  Bonus,  Variable  Reenlistment  Bonus,  Time  Lost,  De¬ 
tention  of  Pay,  Repayment  Date,  Dislocation  Allowance,  Inadequate 
Quarters,  Interim  Housing  Allowance,  Indebtedness  for  Final  Settle¬ 
ment,  Incentive  Pay  1,  Proficiency  Pay,  Sea  and  Foreign  Duty  Pay, 
Diving  Pay,  Hostile  Fire  Pay,  Subsistence  Credit,  Basic  Allowance 
For  Quarters,  Personal  Money  Allowance,  Family  Separation  Al¬ 
lowance,  Incentive  Pay  2,  Cost  of  Living  Allowance,  Housing  Al¬ 
lowance,  Additional  Federal  Tax  Withholding,  Subsistence  Debits, 
Court  Martial/Nonjudicial  Punishment  Deductions,  Miscellaneous 
Credits,  Miscellaneous  Debits,  Other  Continuing  Monthly  Deduc¬ 
tions,  Miscellaneous  Leave  Data,  Retired  Serviceman’s  Family  Pro¬ 
tection  Plan  Data,  Temporary  Lodging  Allowance,  Clothing  Main¬ 
tenance  Data,  Basic  Allowance  for  Quarters  Debits,  Pay  Change 
Flag,  Pay  Day  Data,  Miscellaneous  Data,  Check  Mailing  Address, 
Other  Services  Disbursing  Officer  Indicator,  Reduced  Tax,  Unas¬ 
signed,  Saved  Pay  Original  Entitlement,  Saved  Pay  Current  Entitle¬ 
ment,  Tax  Exclusion/Nonresident  Alien  Exempt  Taxable  Pay,  Selec¬ 
tive  Reenlistment  Bonus,  Officer  Status  Change  Flag,  Aviation 
Career  Incentive  Pay,  Advance  Pay  and  Allowances,  Power  of  Attor¬ 
ney. 
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Some  manual  files  containing  substantiating  documents  and  other 
data  relative  to  each  member’s  JUMPS/MMS  record  are  maintained. 
These  file  folders  may  contain  any  part  of  the  JUMPS/MMS  record 
and  any  one  or  more  of  the  following  documents:  Military  Pay 
Record,  Military  Payroll  Money  List,  Military  Pay  Voucher,  Cer¬ 
tificate  for  Performance  of  Hazardous  Duty,  Application  for  Arrears 
in  Pay,  Cash  Collection  Voucher,  Authorization/Designation  for 
Emergency  Pay  and  Allowances,  Wage  and  Tax  Statement,  Em¬ 
ployees  Withholding  Exemption  Certificate  (IRS  W-4),  Employees 
Withholding  Exemption  Certificate  (IRS  W-4E),  Notice  of  Levy, 
General  Accounting  Office  Notice  of  Exemption,  Dependency  Cer¬ 
tificate  (Wife  or  Child  Under  21  Years),  Dependency  Certificate 
(Mother  or  Father),  Dependency  Certificate  (Unmarried  Child  Over 
21  Years),  Dependency  Application,  Clothing  Checkage,  Statement  to 
Substantiate  Payment  of  Family  Separation  Allowance,  Government 
Property  Checkage,  Personal  Financial  Records,  Unit  Diary,  Depen¬ 
dent  Travel  Record,  Allotment/Bond  Authorization,  Certificate  for 
Cost  of  Living  and/or  Housing  Allowance,  Certificate  for  Temporary 
Lodging  Allowance,  Removal  of  Mark  of  Desertion,  Field  Rations 
Certificate,  Liquidation  of  Indebtedness,  Initial  Uniform  Allowance 
for  Officers,  Additional  Uniform  Allowance  for  Officers,  Excess 
Weight-Household  Goods  Shipment,  Hospital  Rations  Checkage,  Ex¬ 
cess  Expense  Involving  Movement  of  House  Trailer,  Transportation 
Checkage,  Meal  Ticket  Checkage,  Advance  Pay,  Advance  Pay  and 
Allowances,  Discharge  Gratuity,  Combat  Arms  Bonus,  Health  Care 
Coverage,  Government  Quarters  Termination  and  Assignment.  In¬ 
adequate  Quarters  Termination  and  Assignment,  Lump-Sum  Leave, 
Rations  Commuted  to  Private  Mess,  Reenlistment  Bonus,  Variable 
Reenlistment  Bonus,  Selective  Reenlistment  Bonus,  Sick  Miscon¬ 
duct,  Prorated  Rations,  Supplemental  Rations,  Basic  Allowance  for 
Quarters  (Own  Right). 

Authority  for  maintenance  of  the  system:  Title  10  and  37,  U  S  Code 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  and  Marine  Corps  commands,  activities  and  organizations  -  By 
officials  and  employees  of  the  Marine  Corps  in  matters  relating  to 
their  assigned  duties. 

Department  of  Defense  and  its  components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  committee  or  subcommittee  thereof,  any  joint 
committee  of  Congress  or  subcommittee  of  joint  committee  on  mat¬ 
ters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Data  is  recorded  on  magnetic  records,  punch  cards,  com¬ 
puter  printouts,  microform,  file  folders,  and  other  documents. 

Retrievability:  The  data  contained  in  magnetic  records  can  be  dis¬ 
played  on  cathode-ray  tubes,  it  can  be  computer  printed  on  paper, 
and  it  can  be  converted  to  microform  for  information  retrieval;  the 
data  in  the  supporting  file  folders  and  other  manual  records  is 
retrieved  manually.  Normally,  all  types  of  records  are  retrieved  by 
Social  Security  Number  and  name. 

Safeguards:  Building  management  employs  security  guards;  build¬ 
ing  is  locked  nights  and  holidays.  Authorized  personnel  may  enter 
and  leave  the  building  during  nonworking  hours  but  must  sign  in  and 
out. 

Retention  and  disposal:  Magnetic  records  are  maintained  on  all 
Marine  Corps  personnel  while  they  are  in  service,  and  for  a  period  of 
4  months  after  they  are  separated  from  the  service.  Paper  and  film 
records  are  maintained  for  a  period  of  10  years  after  the  final 
transaction. 

System  manager!*)  and  address:  Commandant  of  the  Marine  Corps, 
Headquarters  U  S  Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure:  Requests  from  individuals  for  information 
should  be  referred  to  the  SYSMANAGER 

Requesting  individual  must  supply  full  name  and  Social  Security 
Number. 


The  requester  may  visit  the  Marine  Corps  Finance  Center,  1500 
East  Bannister  Road,  Kansas  City,  Missouri  64197  to  obtain  informa¬ 
tion  on  whether  the  system  contains  records  pertaining  to  him  or  her. 

In  order  to  personally  visit  the  above  address  and  obtain  informa¬ 
tion,  individuals  must  present  a  military  identification  card,  a  driver’s 
license,  or  other  suitable  proof  of  identity. 

Record  access  procedures:  Information  on  JUMPS  may  be  obtained 
from  the  member’s  local  disbursing  officer.  Information  on  MMS 
may  be  obtained  from  the  member's  immediate  commanding  officer. 
Requests  for  information  from  persons  no  longer  in  service  should  be 
signed  by  the  person  requesting  the  information.  Dates  of  service, 
Social  Security  Number,  and  full  name  of  requester  should  be 
printed  or  typed  on  the  request.  It  should  be  sent  to  the  Marine 
Corps  Finance  Center,  1500  East  Bannister  Road,  Kansas  City,  Mis¬ 
souri  64197. 

i  Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Recruiting  offices,  disbursing  offices,  ad¬ 
ministrative  offices,  and  the  individual  Marine  are  the  principle 
sources  of  the  information  contained  in  the  JUMPS/MMS  record  for 
that  person. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MFD00004 

System  name:  Bond  and  Allotment  (B&A)  System 

System  location:  Marine  Corps  Automated  Services  Center 
(MCASC),  1500  East  Bannister  Road,  Kansas  City,  Missouri  64131; 
Marine  Corps  Finance  Center  (MCFC),  1500  East  Bannister  Road, 
Kansas  City,  Missouri  64197 

Categories  of  individuals  covered  by  the  system:  The  allotment 
system  contains  all  active  allotments  and  limited  (12  months)  stop 
history  for  each  active  duty,  retired,  and  Fleet  Marine  Corps  Reserve 
(FMCR)  member  who  authorized  an  allotment  from  his  pay  and  al¬ 
lowances. 

Categories  of  records  in  the  system:  The  allotment  file  contains  al¬ 
lotments  authorized  by  the  Marines  concerned,  as  provided  under  in¬ 
structions  issued  by  the  Secretary  of  Defense. 

The  B&A  automated  system  is  made  up  of  records  which  contain 
the  following  fields  (data  elements  and  data  sets):  Identification 
Number  (Social  Security  Number  (SSN));  Initials  of  Name  (Last, 
First,  Middle);  Rank/Category;  Last  Name  and  Suffix;  Last  Pay 
Date;  First  Pay  Date;  Work  Date;  Amount;  Term  (in  months);  Ac¬ 
count/Policy  Number;  Authority  /Date/Remark;  Bond  Owner  Name; 
Bond  Owner  SSN:  Co-owner  Beneficiary  Flag;  Co-owner  or 
Beneficiary  Name;  Co-owner  or  Beneficiary  SSN;  Authori¬ 
ty/Date/Remark;  Name  of  Recipient;  Street  Address/Post  Office 
Box;  City  and  State/Country;  Geographic  Code  (City, 
State/Country);  Zip  Code;  Authority/Date/Remark. 

Authority  for  maintenance  of  the  system:  Title  37,  United  States 
Code.  The  authority  for  continuing  deduction  for  garnishment  of  pay 
is  outlined  in  section  459  of  Public  Law  93-647. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  of  the  system 
is  to  provide  for  the  payment  of  allotments  and  for  the  issuance,  can¬ 
cellation,  of  U  S  Treasury  checks  and  savings  bonds  as  authorized 
by  appropriate  directives.  The  data  obtained  from  the  system  pro¬ 
vides  for  the  control  and  ultimate  disposition  of  all  treasury  checks 
and  savings  bonds  prepared.  Allows  for  the  collection  of  appropriate 
data,  to  render  an  accurate  accounting  of  public  funds  expended  or 
collected  as  required  by  the  Navy  Comptroller  Manual.  The  allotment 
file  is  utilized  by  the  Joint  Uniform  Military  Pay  System/  Manpower 
Management  System  (JUMPS/MMS)  and  Retired  Pay  systems  to  cal¬ 
culate  the  monies  due  active  duty,  retired,  and  FMCR  members  of 
the  U  S  Marine  Corps. 

The  allotment  class  and  dollar  value  are  displayed  on  the  JUMPS 
Leave  and  Earnings  Statement  (LES)  as  issued.  Copies  of  the  LES 
are  distributed  as  follows: 

Original  (white)  -  Disbursing  Officer  (DO)  having  custody  of  the 
Personal  Financial  Record. 

Duplicate  (yellow)  -  furnished  the  Marine  concerned. 

Triplicate  (pink)  -  furnished  the  Commanding  Officer  (CO)  for 
retention  on  the  Marine’s  service  record. 

For  permanent  record  retention  purposes,  one  copy  will  be  filed 
at  the  MCFC  in  microform. 

The  allotment  information  concerning  first,  last  payment  dates, 
term  (if  applicable),  amount,  purpose,  and  allottee  is  furnished 
the  CO  and  DO  on  an  annual  basis  for  audit  purposes.  This 
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information  is  prepared  as  outlined  in  paragraph  70304, 

JUMPS  Field  Procedures  Manual. 

The  total  dollar  value  of  active  allotments  is  furnished  each 
retired  and  FMCR  Marine  each  time  a  new  statement  of  his 
account  card  is  prepared. 

Verification  and/or  information  concerning  a  specific  allotment 
may  be  released  (as  requested)  to  the  following 

Marine  concerned. 

Marine’s  CO 

Marine’s  DO 

Recipient  of  the  allotment. 

Treasury  Department. 

Federal  Reserve  Bank. 

Federal  Bureau  of  Investigation. 

Naval  Audit  Service. 

General  Accounting  Office. 

Postal  Inspectors. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Data  is  recorded  on  magnetic  records,  punch  cards,  com¬ 
puter  printouts,  microform,  file  folders,  and  other  documents. 

Retricvability:  The  data  contained  in  magnetic  records  can  be  dis¬ 
played  on  cathode-ray  tubes,  it  can  be  computer  printed  on  paper, 
and  it  can  be  converted  to  microform  for  information  retrieval;  the 
data  in  the  supporting  file  folders  and  other  manual  records  is 
retrieved  manually.  Normally  all  types  of  records  are  retrieved  by 
SSN  and  name. 

Safeguards:  The  Allotment  Division  is  locked  during  nonduty 
hours,  as  well  as  the  building  being  under  security  guard  protection. 
Files  within  the  division  are  accessible  only  to  authorized  personnel. 

Retention  and  disposal:  Magnetic  records  are  maintained  by 
MCASC  on  all  active  allotments  during  the  life  of  the  allotment  and 
for  a  period  of  12  months  after  the  allotment  has  been  stopped.  Paper 
and  microform  files  relating  to  the  Allotment  Division  files  are 
disposed  of  as  directed  by  SECNAVINST  P5212.53. 

System  managers)  and  address:  Commandant  of  the  Marine  Corps 
(Code  FD),  Headquarters,  U  S  Marine  Corps,  Washington,  D  C 
20380. 

Notification  procedure:  Individual  requests  for  information  should 
be  addressed  to  the  Marine  Corps  Finance  Center,  Allotment  Divi¬ 
sion,  Kansas  City,  Missouri  64197. 

Requests  for  information  must  contain  member’s  SSN,  name,  mili¬ 
tary  service  number  (if  applicable),  and  any  other  pertinent  data  con¬ 
cerning  the  information  desired. 

A  person  may  visit  any  Marine  Corps  disbursing  office  to  find  out 
if  the  system  contains  records  pertaining  to  him  or  her. 

For  personal  visits  the  requester  must  present  a  military  identifica¬ 
tion  card  or  copy  of  an  Armed  Forces  of  United  States  Report  of 
Separation  from  Active  Duty  (DD  Form  214  (MC))  for  separated  per¬ 
sonnel. 

Record  access  procedures:  Mailing  address  for  the  Allotment  Divi¬ 
sion  is  available  in  DODPM,  Marine  Corps  Order  (MCO)  P7220.31, 
and  the  NAVTELCOMINST  2300.14  (Plain  Language  Address 
Directory). 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Information  pertaining  to  an  individual  who  has  active  allotments  is 
affected  by  unit  diary  input  concerning  name,  or  SSN  changes,  and 
to  ensure  allotments  are  stopped  when  a  Marine  is  reported  to  be 
discharged  or  in  a  desertion  status.  Also,  member’s  status  codes  are 
changed  by  unit  diary  or  Retired  Pay  input  when  the  Marine  is  trans¬ 
ferred  to  the  FMCR  or  Retired  List. 

Record  source  categories:  The  input  of  data  from  allotment/bond 
authorizations,  other  scannable  documents,  magnetic" tapes  received 
from  the  Satellite  Data  Processing  Installations,  and  computer  inter¬ 
faces  with  the  JUMPS/MMS  and  the  Retired  Pay  systems  are  the 
principle  sources  of  the  information  contained  in  the  B&A  automated 
system. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MFD00005 

System  name:  Retired  Pay/Personnel  System  (RPPS) 

System  location:  Marine  Corps  Automated  Services  Center,  1500 
East  Bannister  Road,  Kansas  City,  Missouri  64131;  and  Marine 
Corps  Finance  Center,  1500  East  Bannister  Road,  Kansas  City,  Mis¬ 
souri  64197. 


Categories  of  individuals  covered  by  the  system:  Pay  account  folders 
for  retired  Marine  Corps  members,  Fleet  Marine  Corps  Reservists 
(FMCR),  and  survivors  of  deceased  retired  and  FMCR  members, 
who  are  entitled  to  retired  pay,  retainer  pay,  and  survivor  annuities. 

Categories  of  records  in  the  system:  The  RPPS  automated  system  of 
records  contains  the  following  fields  (data  elements  and  data  sets): 
Retired/Retainer  Date;  Retainer  Date;  Pay  Change;  Information 
Status;  Social  Security  Number  (SSN)  and  Last,  First,  and  Middle 
Initial  (Key);  Deletion  Date;  SSN;  Retired  Category  Code;  Member’s 
Name:  Pay  Entry  Base  Date;  Service  for  Pay;  Active  Service;  Other 
Military  Service  Number  (MSN);  Prior  MSN/SSN/Key;  Rank  Code; 
Recomputation  Code;  Disability  Percent;  Heroism  Pay;  Pay  Table 
Code;  Recomputation  Age;  Retirement  Laws;  Functional  Account 
Number;  Ranks;  Birthdates;  Pay  Delete/  Suspense  Code;  Retired 
Serviceman’s  Family  Protection  Pay;  Reserve  Retirement  Credit 
Points;  Allotment  Data;  Withholding  Tax  Data;  Wage  and  Tax  Sum¬ 
maries;  Gross  Pay;  Taxable  Pay;  Withholding  Tax;  Dependency  In¬ 
demnity  Compensation;  Pension  Act  of  1944  (Veterans  Administra¬ 
tion  (VA)  Waiver);  Pension  Act  of  1964  (Dual  Compensation  Gl); 
Retired  Serviceman’s  Family  Protection  Plan;  Survivor  Benefit  Plan; 
Social  Security;  Scheduled  Collections;  Net  Pay;  Special  Handling 
Code  (Check  Delivery);  Accumulated  Summaries;  Home  Mailing  Ad¬ 
dress;  Check  Mailing  Address;  Pay  Distribution;  Last  Change  Posted; 
Date  Member  Eligible  to  Retire,  Date  Arrived  Continental  United 
States  Without  Dependents;  Primary  Military  Occupational  Specialty; 
Districts;  Highest  Rank  Held  Satisfactorily;  Service  Prior  to  1  July 
1949;  Service  After  1  July  1949;  Active  Duty  After  Transfer  to 
Fleet/Retired  Rolls;  Date  Next  Physical  Year  and  Month;  VA  Dis¬ 
ease  Codes;  Department  of  Defense  Disease  Codes;  Nearest  Hospital 
(See  Table  9);  Personnel  Accounting  Separation  -  Designator; 
Earnings  Statement  Flag;  Disability  Pay;  Change  of  Address  Flag; 
Last  Time  Processed  by  Update-Extractor;  SSN  Validation;  Remarks 
Area;  One-Time  Credit/Checkage;  Scheduled  Collection. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Computation  of  retired 
pay,  retainer  pay,  and  survivor  annuity  accounts,  perform  audit  of 
accounts,  reply  to  correspondence,  etc. 

Creation  of  printed  reports,  records,  checks,  microforms,  magnetic 
files,  etc.,  based  on  information  available  in  the  system.  This  output 
is  used  by  various  departments  of  the  Marine  Corps  for  pay,  person¬ 
nel,  audit,  and  other  purposes.  Some  of  this  information  is  made 
available  to  authorized  local,  state,  and  Federal  agencies. 

Displaying  all  or  part  of  any  selected  record  on  a  cathode-ray  tube 
for  research,  audit,  update,  and  similar  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Data  is  recorded  on  magnetic  records,  punch  cards,  com¬ 
puter  printouts,  microform,  file  folders,  and  other  documents. 

Retricvability:  The  data  contained  in  magnetic  records  can  be  dis¬ 
played  on  cathode-ray  tubes,  it  can  be  computer  printed  on  paper, 
and  it  can  be  converted  to  microform  for  information  retrieval;  the 
data  in  the  supporting  file  folders  and  other  manual  records  is 
retrieved  manually.  Normally  all  types  of  records  are  retrieved  by 
SSN  and  name. 

Safeguards:  Building  management  employees  security  guards; 
building  is  locked  nights  and  holidays.  Authorized  personnel  may 
enter  and  leave  the  building  during  nonworking  hours,  but  must  sign 
in  and  out. 

Retention  and  disposal:  Magnetic  records  are  maintained  on  all  per¬ 
sons  who  are  eligible  for  retired  pay,  retainer  pay,  and  survivor  an¬ 
nuities  while  they  are  alive  and  for  a  period  of  6  months  after  that 
person  dies  or  ceases  to  be  eligible.  Paper  and  film  records  are  main¬ 
tained  for  a  period  of  10  years  after  the  final  transaction. 

System  managerfs)  and  address:  Commandant  of  the  Marine  Corps 
(Code  FD),  Headquarters,  U  S  Marine  Corps,  Washington,  D  C 
20380. 

Notification  procedure:  Requests  from  individuals  for  information 
should  be  referred  to  the  SYSMANAGER. 

Requesting  individual  must  supply  full  name  and  SSN 

The  requester  may  visit  the  Marine  Corps  Finance  Center,  1500 
East  Bannister  Road,  Kansas  City,  Missouri  64197,  to  obtain  infor¬ 
mation  on  whether  the  system  contains  records  pertaining  to  him  or 
her. 

In  order  to  personally  visit  the  above  address  and  obtain  informa¬ 
tion,  individuals  must  present  a  military  identification  card,  a  driver’s 
license,  or  other  suitable  proof  of  identity. 
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Record  access  procedures:  Requests  for  information  relative  to  the 
RPPS  automated  system  should  be  signed  by  the  person  requesting 
the  information.  Dates  of  service,  SSN,  and  full  name  of  requester 
should  be  printed  or  typed  on  the  request.  It  should  be  sent  to  the 
SYSMANAGER 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  for  contesting  contents  and  appealing  initial  determinations 
by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  sonree  categories:  Documents  and  correspondence  received 
from  Headquarters,  U  S  Marine  Corps,  the  Veterans  Administration, 
the  member,  changes  in  laws,  etc.  are  the  principle  sources  of  infor¬ 
mation  contained  in  the  RPPS  automated  system. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MFD00006 

Svstem  name:  Centralized  Automated  Reserve  Pay  System 
(CAREPAY) 

System  location:  Marine  Corps  Automated  Services  Center 
(MCASC),  1500  East  Bannister  Road,  Kansas  City,  Missouri  64131; 
Marine  Corps  Ftnance  Center  (MCFC),  1500  East  Bannister  Road, 
Kansas  City,  Missouri  64197 

Categories  of  individuals  covered  by  the  system:  Members  of  Or¬ 
ganized  Marine  Corps  Reserve  Units  who  are  active  Reservists 
(Class  ID  and  perform  a  maximum  of  48  paid  drills  and  14  days  An¬ 
nual  Training  Duty  per  year. 

Categories  of  records  in  the  system:  The  Drill  Master  File  is  mag¬ 
netic  and  contains  the  following  fields  (data  elements  and  data  sets); 
District;  Reporting  Unit  Code;  Officer/Enlisted  Code  and  Social 
Security  Number  (SSN);  Initials  (Last,  First,  Middle);  Last  Name; 
Pay  Group;  Join  Date;  Drop  Date;  Pay  Entry  Base  Date;  Administra¬ 
tive  Duty  Pay;  Number  of  Regular  Drills  Performed  (Month); 
Number  of  Regular  Drills  Performed  (Year);  Number  of  Drills 
Authorized;  Daily  Rate  of  Basic  Pay;  Effective  Date;  Rank  Code; 
First  Previous  Daily  Rate  of  Basic  Pay;  Effective  Date;  Rank  Code; 
Second  Previous  Daily  Rate  of  Basic  Pay;  Effective  Date;  Rank 
Code;  Number  of  Aviation  Crew  Member  Drills;  Daily  Rate  of  Crew 
Member  Pay-Current;  Daily  Rate  of  Crew  Member  Pay-First  Previ¬ 
ous;  Daily  Rate  of  Crew  Member  Pay-Second  Previous;  Number  of 
Aviation  Non-Crew  Member  Drills  (Year);  Number  of  Tax  Exemp¬ 
tions;  Tax  Withheld-Current;  Tax  Withheld-Quarterly;  Tax  Withheld- 
Yearly;  Taxable  Pay-Current;  Taxable  Pay-Quarterly;  Taxable  Pay- 
Yearly;  Service  Number;  Federal  Insurance  Contributions  Act 
(FICA)  Withheld-  Quarterly;  FICA  Withheld- Yearly;  FICA  Wages- 
Quarterly;  FICA  Wages-Yearly;  Taxable  Credit;  Taxable  Checkage; 
Non-Taxable  Credit;  Non-Taxable  Checkage;  Gross  Drill  Pay;  New 
Reporting  Unit  Code  (For  Transfers);  Net  Pay;  Amount  of  Overpay¬ 
ment;  Payroll  Number;  Check  Number;  Tax  Code-Local;  Tax  Code- 
State;  Active  Duty  Record,  From  Date-To  Date;  First  Previous  Ac- 
•  tive  Duty  Record,  From  Date-To  Date;  Second  Previous  Active  Duty 
Record,  From  Date-To  Date;  Third  Previous  Active  Duty  Record, 
From  Date-To  Date;  Date  of  Last  Drill  Attended;  Number  of  Addi¬ 
tional  Drills  (Quarter);  Serviceman's  Group  Life  Insurance  (SGLI) 
Premium  Selection;  Tax  Status;  Net  Pay  (For  over 

999.99);  SGLI  Premiums  Not  Paid;  Number  -of  Years  Flight  Ser¬ 
vice;  Aviation  Pay  Entry  Base  Date;  SGLI  Accumulation  (Year); 
Date  SSN  Validated 

The  Annual  Training  Duty  Record  is  magnetic  and  contains  the  fol¬ 
lowing  fields  (data  elements  and  data  sets):  District  Code;  Increment 
Code;  Reporting  Unit  Code;  Officer/Enlisted  Code  and  SSN;  Last 
Name;  Initials  (First  and  Middle);  Pay  Entry  Base  Date;  Daily  Rate 
of  Pay;  Crew  Member  Daily  Rate  of  Pay;  Basic  Allowance  for  Quar¬ 
ters  (BAQ);  Effective  Date;  Rank;  Number  of  Days;  First  Previous 
Daily  Rate  of  Pay;  Crew  Member  Daily  Rate  of  Pay;  BAQ;  Effective 
Dfete;  Rank;  Number  of  Days;  Second  Previous  Daily  Rate  of  Pay; 
Crew  Member  Daily  Rate  of  Pay;  BAQ;  Effective  Date;  Rank; 
Number  of  Days;  Subsistence;  Annual  (Field)  Training  Duty,  From 
Date-To  Date;  Crew  Member  (Aviation),  From  Date-To  Date;  Non- 
Crew  Member  (Aviation),  From  Date-To- Date;  Sea  and  Foreign 
Duty,  From  Date-  To-Date;  Hazardous  Duty,  From  Date-To-Date; 
Hazardous  Duty  Code;  Tax  Exemption  Code;  Total  Gross  Pay;  Total 
Taxable  Pay;  Total  FICA  Pay;  Total  Tax  Withheld,  Total  FICA 
Withheld;  Taxable  Credit;  Taxable  Checkage;  Non-Taxable  Credit; 
Non-Taxable  Checkage;  Amount  Overpaid;  Date  of  Payment; 
Number  of  Days;  Tax  Withheld;  FICA  Withheld;  Taxable  Credit; 
Taxable  Checkage;  Non-Taxable  Credit;  Non-Taxable  Checkage;  Net 
Pay;  PayroO  Number;  Check  Number;  Date  of  Payment;  Number  of 
Days;  Tax  Withheld;  FICA  Withheld;  Taxable  Credit;  Taxable 
Checkage;  Non-Taxable  Credit;  Non-Taxable  Checkage;  Net  Pay; 
Payroll  Number;  Check  Number;  Date  Payment;  Number  of  Days; 


Tax  Withheld;  FICA  Withheld;  Taxable  Credit;  Taxable  Checkage; 
Non-Taxable  Credit;  Non-Taxable  Checkage;  Net  Pay;  Payroll 
Number;  Check  Number;  Final  Settlement  Code;  Pay  Group. 

The  Reporting  Unit  Code  File  folders  contain  Rank,  Pay  Group, 
Pay  Entry  Base  Date,  Daily  Rate  of  Pay,  Year  to  Date  Drills,  Taxa¬ 
ble  Wages,  Tax  Withheld,  FICA  Wages  and  FICA  Withheld. 

The  Master  Drill  Pay  File  folders  contain  drill  reports,  drill  trans¬ 
mittal  letters,  coded  change  sheets,  Military  Pay  Orders,  unit  diaries, 
promotion  letters,  certificates  for  performance  of  hazardous  duty, 
Pay  Adjustment  Authorizations,  Active  Duty  for  Training  orders,  de¬ 
pendency/pension  certificates,  Employees  Withholding  Allowance 
Certificates,  drill  listings  quarterly  payrolls,  payroll  registers,  file 
maintenance  listings,  Active  Duty  for  Training  payrolls,  consolidated 
final  settlement  payroll,  adjustment  payroll,  token  payment  payroll, 
public  vouchers,  tax  levies. 

Authority  for  maintenance  of  the  system:  Titles  10  and  37,  U  S 

Code 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Central  Accounts  Division 
clerks  and  analysts  use  these  data  to  process  payments  and  to  answer 
inquiries  concerning  payments,  received  from  Marine  Reservists,  In¬ 
ternal  Revenue  Service,  Welfare  agencies,  and  the  Commandant  of 
the  Manne  Corps. 

Examination  Division  clerks  use  these  data  to  verify  proper  pay¬ 
ment  and  to  process  old  pay  inquiries. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Data  are  recorded  on  magnetic  records,  punch  cards,  com¬ 
puter  printouts,  microform,  file  folders,  and  other  documents. 

Retrievability:  The  data  contained  in  magnetic  records  can  be  com¬ 
puter  printed  on  paper  and  it  can  be  converted  to  microform  for  in¬ 
formation  retrieval;  the  data  in  the  supporting  file  folders  and  other 
manual  records  are  retrieved  manually.  Normally  all  types  of  records 
are  retrieved  by  SSN/Name/  Reporting  Unit  Code. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  personnel  working  there  and  arc 
kept  in  file  desks  made  for  that  purpose  for  6  months  and  in 
DIBOLD  vertical  file  for  12  months  after  which  they  are  transferred 
to  the  Examination  Division. 

Retention  and  disposal:  Magnetic  records  are  maintained  by 
MCASC  on  all  active  Reservists;  they  are  retained  for  a  period  of  4 
months  after  the  individual  Marine  ceases  to  be  active. 

Paper  and  microform  records  are  held  for  4  years,  6  months  at  the 
Center,  thereafter  they  are  retired  to  a  Federal  Records  Center  in  ac¬ 
cordance  with  Secretary  of  the  Navy  Instruction  P5212.5. 

System  managers)  and  address:  Commandant  of  the  Marine  Corps 
(Code  FD),  Headquarters,  U  S  Marine  Corps,  Washington,  D  C 
20380. 

Notification  procedure:  Requests  from  individuals  for  information 
should  be  referred  to  the  SYSMANAGER 

Requesting  individual  must  supply  full  name  and  SSN. 

The  requester  may  visit  the  Marine  Corps  Finance  Center,  1500 
East  Bannister  Road,  Kansas  City,  Missouri  .64197,  to  obtain  infor¬ 
mation  on  whether  the  system  contains  records  pertaining  to  him  or 
her. 

In  order  to  personally  visit  the  above  address  and  obtain  informa¬ 
tion,  individuals  must  present  a  military  identification  card,  a  driver’s 
license,  or  other  suitable  proof  of  identity. 

Record  access  procedures:  Requests  for  information  relative  to 
CAREPAY  should  be  signed  by  the  person  requesting  the  informa¬ 
tion.  Dates  of  service,  SSN,  and  full  name  of  requester  should  be 
printed  or  typed  on  the  request.  It  should  be  sent  to  the 
SYSMANAGER 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  individuals  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Organized  Marine  Corps  Reserve  Units, 
Internal  Revenue  Service,  Individual  Marine. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MFD00007 

System  name:  Examination  Division  Records  System 

System  location:  Marine  Corps  Finance  Center,  Examination  Divi¬ 
sion,  Kansas  City,  Missouri  64197 

Federal  Records  Center,  National  Archives  and  Records  Service, 
2301  East  Bannister  Road,  Kansas  City,  Missouri  64131 

Washington  National  Records  Center,  Washington,  D  C  20409 
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National  Personnel  Records  Center,  9700  Page  Boulevard,  St. 
Louis,  Missouri  63132 

Categories  of  individuals  covered  by  the  system:  Marines  serving  on 
active  duty,  personnel  on  the  Marine  Corps  Retired  List,  Fleet 
Marine  Corps  reservists,  personnel  discharged  or  separated  from  ac¬ 
tive  duty,  active  and  inactive  Reserve  personnel,  deceased  personnel, 
and  Marine  Corps  disbursing  officers  concerning  shortage  of 
disbursing  accounts. 

Categories  of  records  in  the  system:  Unit  Diaries  -  A  chronological 
record  of  daily  personnel  events  and  history  of  active  Marine  Corps 
activities  and  organized  Marine  Corps  Reserve  Units. 

Substantiating  Vouchers  •  Supporting  documents  to  substantiate 
pay  adjustment  items  entered  on  military  pay  accounts. 

Military  Payrolls  -  An  accounting  and  record  of  appropriated  funds 
disbursed  for  military  pay  by  name,  social  security  number,  amount 
of  payment,  and  check  number  or  signature  of  member  for  cash  pay¬ 
ments. 

Financial  Returns  •  Travel  vouchers,  collection  vouchers,  public 
vouchers  for  services  other  than  personal,  and  civilian  payrolls. 

Military  Pay  Cases  of  Separated  Personnel  -  A  history  of  individual 
pay  accounts  from  date  of  entry  on  active  duty  through  date  of 
separation,  including,  as  appropriate,  replies  to  congressional  inqui¬ 
ries;  correspondence  in  connection  with  requests  for  remission 
and/or  waiver  of  indebtedness;  individual  claims  for  pay  and  al¬ 
lowances  including  claims  for  travel  allowances  and  responses 
thereto;  records  of  participation  in  the  Uniformed  Services  Savings 
Deposit  Program,  including  personnel  declared  to  be  in  a  missing-in¬ 
action  status;  information  surrounding  the  circumstances  of  a  former 
member  separated  in  an  overpaid  status,  thus  being  indebted  to  the 
United  States  Government;  cases  contain  substantiating  documents 
such  as  military  pay  records,  leave  and  earnings  statements,  docu¬ 
ments  relating  to  Board  for  Correction  of  Naval  Records,  and  other 
records  and  vouchers  to  substantiate  responses  to  all  inquiries  and 
payment  or  disapproval  of  claims. 

Annual  Separations  Listings  -  An  annual  record  of  separation 
showing  social  security  number,  initials,  type  of  separation,  and  the 
effective  date  of  separation  of  Marines  discharged,  retired,  trans¬ 
ferred  to  the  Fleet  Marine  Corps  Reserve,  and  deceased. 

Annual  Reserve  Tax  Listings  •  A  record  showing  income  tax  infor¬ 
mation  of  Class  II  Reserve  personnel. 

Microfilm  of  Annual  Wage  and  Tax  Information  of  Active  Duty 
Personnel  -  Contains  cumulative  totals  of  taxable  pay  earned  and 
taxes  withheld,  social  security  wages  and  taxes  withheld. 

Microfilm  of  Quarterly  Social  Security  Wage  Data  -  Contains  so¬ 
cial  security  number,  name,  and  amount  of  wages  reported  to  the  So¬ 
cial  Security  Administration  on  a  quarterly  basis. 

Microfilm  of  Master  Allotment  File  -  Contains  information  con¬ 
cerning  the  allotment  status  of  active  Marines,  such  as  start  and  stop 
dates,  allotment  purpose  codes,  money  amount  of  allotments,  and 
name  and  address  of  allottee. 

Microfiche  and  Microfilm  of  Field  and  Alpha  Locators  •  A  record 
of  personnel  data  of  Marines  on  active  duty,  listed  numerically  by 
social  security  number  and  alphabetically  by  name. 

Microfiche  of  Marine  Corps  Officers  Lineal  List  -  A  record  of 
Marine  Corps  officers  on  active  duty  showing  social  security 
number,  name,  rank,  date  of  rank,  permanent  rank,  date  of  birth, 
date  first  commissioned,  and  pay  entry  base  date. 

Active  Military  Pay  Cases  -  A  file  of  each  Marine  on  active  duty 
containing  military  pay  records  opened  semiannually  prior  to  1  July 
1973  and  related  miscellaneous  pay  documents. 

Reserve  Personnel  Military  Pay  Cases  -  A  history  of  individual  pay 
accounts  of  Class  II  and  Chss  III  Reserve  personnel  ordered  to  tem¬ 
porary  active  duty  under  individual  duty  orders,  including  pay  ac¬ 
counts  of  personnel  attending  the  Platoon  Leaders  class. 

Centralized  Automated  Reserve  Pay  System  (CAREPAY)  -  Files  of 
pay  data  compiled  by  the  Central  Accounts  Division  in  support  of 
payments  made  to  Class  II  reservists  assigned  to  Organized  Marine 
Corps  Reserve  units  containing  drill  reports,  unit  diaries,  promotion 
warrants,  certificates  for  performance  of  hazardous  duty,  pay  adjust¬ 
ment  authorizations,  active  duty  for  training  orders,  pension  cer¬ 
tificates,  token  payment  payrolls,  adjustment  and  consolidated  final 
settlement  payrolls,  and  other  miscellaneous  documents  to  substan¬ 
tiate  payments  to  Reserve  personnel. 

Uniformed  Services  Savings  Deposit  Accounts  of  Personnel 
Declared  Missing  Iu  Action  -  A  record  of  deposits  and  withdrawals 
of  Marine  Corps  personnel  in  a  missing-in-action  status  containing 
member’s  name,  social  security  number,  balance  of  deposits,  and 
name  and  address  of  the  designated  beneficiary  to  whom  monies  are 
disbursed. 

Federal  Housing  Administration  (FHA)  Files  -  Files  contain  social 
security  number,  name,  FHA  account  number,  due  date  of  insurance 
premiums,  and  record  of  bills  and  payments. 


U  S  Treasury  Department,  Internal  Revenue  Service  Form  941c  - 
A  record  effecting  adjustment  of  social  security  wages,  previously 
reported  or  nonreported,  containing  the  member’s  name,  social 
security  number,  military  pay  group,  period  covered,  and  the  mone¬ 
tary  amount  of  adjustment. 

Marine  Corps  Disbursing  Officers  Shortage  Accounts  •  File  con¬ 
tains  accountability  of  losses,  letters,  and  vouchers  pertaining 
thereto. 

Indebtedness  Cases  -  Files  contain  the  debtor’s  name,  social 
security  number,  current  mailing  address,  the  reason  for  indebted¬ 
ness  and  correspondence  relating  thereto,  personal  financial  informa¬ 
tion  provided  by  the  debtor,  receipts  of  payments,  control  book,  cash 
record,  debt  ledger,  collection  agent’s  ledger,  collection  vouchers, 
personal  information  provided  by  credit  bureau  reports,  indebtedness 
record  card,  debt  control  card,  accountability  statements,  complete 
military  pay  accounts.  General  Accounting  Office  inquiries.  General 
Accounting  Office  Notices  of  Exception,  legal  notices  pertaining  to 
bankruptcy,  tax  certificates,  and  other  miscellaneous  substantiating 
records  and  vouchers  relating  to  the  indebtedness. 

Authority  for  maintenance  of  the  system:  Unit  Diaries  -  Section  25, 
Title  6,  General  Accounting  Office  Manual;  Marine  Corps  Order 
P7220.31;  SECNAVINST  P5212.5B 

Annual  Separation  Listings  -  Standing  operating. procedures  used 
for  reference  and  research  purposes. 

Annual  Reserve  Tax  Listings  -  Marine  Corps  Order  7220.17D; 
standing  operating  procedures. 

Microfilm  of  Annual  Wage  and  Tax  Information  of  Active  Duty 
Personnel  -  Standing  operating  procedures  used  for  reference  and 
research  purposes. 

Microfilm  of  Quarterly  Social  Security  Wage  Data  •  Standing 
operating  procedures  used  for  reference  and  research  purposes. 

Microfilm  of  Master  Allotment  File  -  Standing  operating 
procedures  used  for  reference  and  research  purposes. 

Microfiche  and  Microfilm  of  Field  and  Alpha  Locators  -  Standing 
operating  procedures  used  for  reference  and  research  purposes. 

Microfiche  of  Marine  Corps  Officers  Lineal  List  -  Standing  operat¬ 
ing  procedures  used  for  reference  and  research  purposes. 

Active  Military  Pay  Cases.  Section  25,  Title  6,  General  Accounting 
Office  Manual;  Military  Pay  Procedures  Manual. 

Reserve  Personnel  Military  Pay  Cases.  Section  25,  Title  6,  General 
Accounting  Office  Manual;  Military  Pay  Procedures  Manual. 

Centralized  Automated  Reserve  Pay  System  (CAREPAY)  -  Section 
25,  Title  6,  General  Accounting  Office  Manual;  Military  Pay 
Procedures  Manual,  Marine  Corps  Order  7220.17D. 

Uniformed  Services  Savings  Deposit  Accounts  of  Personnel 
Declared  Missing  in  Action  -  Department  of  Defense  Pay  and  Entitle¬ 
ments  Manual. 

Federal  Housing  Administration  (FHA)  Files  -  Department  of 
Defense  Directive  1338.4  of  20  July  1971  and  SECNAVINST  1741. 4D 

U  S  Treasury  Department,  Internal  Revenue  Service  Form  941c, 
Internal  Revenue  Service  Code. 

Marine  Corps  Disbursing  Officers  Shortage  Accounts  -  Navy 
Comptroller  Manual. 

Indebtedness  Cases  -  Federal  Claims  Collection  Act  of  1966,  80 
Stat.  309. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  collected  For 
the  purpose  of  accounting  for  appropriated  funds  disbursed  by 
authorized  appointed  agents;  processing  claims  for  and  against  the 
United  States  Government;  auditing  by  the  General  Accounting  Of¬ 
fice;  holding  area  for  disbursing  records  until  subsequent  disposition 
of  records  is  effected.  * 

Military  and  civilian  personnel  assigned  to,  and  employed  by,  the 
Marine  Corps  Finance  Center  in  pursuance  of  official  duties,  and  the 
General  Accounting  Office. 

Accountability  of  appropriated  funds;  processing  claims  for  and 
against  the  United  States  Government;  processing  requests  for  remis¬ 
sion  and/or  waiver  of  indebtedness;  pursuing  collection  action  against 
former  Marine  Corps  personnel  who  are  indebted  to  the  United 
States  Government;  processing  wage  and  tax  adjustments  to  the  In¬ 
ternal  Revenue  Service  and  the  Social  Security  Administration;  in¬ 
vestigating  individual  pay  accounts  and  related  documents  to  deter¬ 
mine  monies  due  claimant  or  to  substantiate  an  indebtedness  previ¬ 
ously  established  in  response  to  written  and  telephonic  congressional 
inquiries  received  on  behalf  of  active  and  former  members  of  the 
Marine  Corps;  administering  the  Federal  Housing  Administration  and 
home  mortgage  insurance  programs;  administering  the  Uniformed 
Services  Savings  Deposit  Program  for  missing  in  action  personnel; 
extracting  fiscal  data  for  budgetary  purposes  and  submitting  fiscal  re¬ 
ports  to  Headquarters,  U  S  Marine  Corps;  extracting,  reporting,  and 
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paying  Federal  income  taxes  and  social  security  taxes  to  the  Internal 
Revenue  Service;  extracting  and  reporting  wages  paid  subject  to  so¬ 
cial  security  tax  to  the  Social  Security  Administration  on  an  in¬ 
dividual  basis;  processing  and  adjudicating  travel  claims,  both  in¬ 
dividual  and  dependent  travel;  researching  and  collecting  information 
incident  to  inquiries  received  from  Federal  Government  agencies, 
State  and  county  government  and  agencies,  Department  of  the  Navy 
and  Marine  Corps  activities,  other  branches  of  the  Armed  Forces, 
and  interested  individual  parties  having  authorized  access  to  the 
records. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Unit  Diaries.  Paper  records  in  folders. 

Substantiating  Vouchers.  Paper  records  in  folders. 

Military  Payrolls.  Paper  records  in  folders. 

Financial  Returns.  Paper  records  in  folders. 

Military  Pay  Cases  of  Separated  Personnel.  Paper  records  in  fol¬ 
ders. 

Annual  Separation  Listings.  Paper  records  in  hardback  binders. 

Annual  Reserve  Tax  Listings.  Paper  records  in  hardback  binders. 

Microfilm  of  Annual  Wage  and  Tax  Information  of  Active  Duty 
Personnel.  Reel  type  microfilm  of  100  foot  capacity. 

Microfilm  of  Quarterly  Social  Security  Wage  Data.  Reel  type 
microfilm  of  100  foot  capacity. 

Microfiche  and  Microfilm  of  Field  and  Alpha  Locators.  4  by  6  inch 
microfiche  sheets  and  reel  type  microfilm  of  100  foot  capacity. 

Microfiche  of  Marine  Corps  Officers  Lineal  List.  4  by  6  inch 
microfiche  sheets. 

Active  Military  Pay  Cases.  Paper  records  in  folders. 

Centralized  Automated  Reserve  Pay  System  (CAREPAY).  Paper 
records  in  folders. 

Uniformed  Services  Savings  Deposit  Accounts  of  Personnel 
Declared  Missing  In  Action.  Paper  records  in  folders. 

Federal  Housing  Administration  (FHA)  Files.  Paper  records  in  fol¬ 
ders. 

U  S  Treasury  Department,  Internal  Revenue  Service  Forms  941c. 
Paper  records  in  folders. 

indebtedness  Cases.  Paper  records  in  folders  and  reel  type 
microfilm  of  100  foot  capacity. 

Retrievability:  Unit  Diaries.  Filed  by  the  reporting  unit  code 
number  and  month  in  which  the  diary  was  prepared. 

Substantiating  Vouchers.  Filed  by  the  fourth  terminal  digit  of  the 
member's  social  security  number  within  the  disbursing  officer’s  sym¬ 
bol  number  and  the  month  in  which  the  pay  change  was  effected. 

Military  Payrolls.  Filed  by  the  disbursing  officer’s  voucher 
number,  each  payee  identified  by  name  and  social  security  number. 

Financial  Returns.  Filed  by  the  disbursing  officer’s  voucher 
number  in  the  month  in  which  payment  was  disbursed. 

Military  Pay  Cases  of  Separated  Personnel.  Filed  by  the  fourth  ter¬ 
minal  digit  of  the  member's  social  security  number. 

Annual  Separation  Listings.  A  mechanized  listing,  in  numerical 
sequence  by  the  fourth  terminal  digit  of  the  social  security  number, 
filed  by  the  calendar  year  in  which  a  member  was  separated  from  ac¬ 
tive  duty. 

Annual  Reserve  Tax  Listings.  A  mechanized  listing  in  alphabetical 
sequence  and  filed  by  the  calendar  year  in  which  the  wage  data  ap¬ 
plies. 

Microfilm  of  Annual  Wage  and  Tax  Information  of  Active  Duty 
Personnel.  A  microfilm  listing  in  numerical  sequence  by  the  first 
three  digits  of  the  social  security  number  and  filed  by  the  calendar 
year  in  which  the  tax  data  applies. 

Microfilm  of  Quarterly  Social  Security  Wage  Data.  A  microfilm 
listing  in  numerical  sequence  by  the  first  three  digits  of  the  social 
security  number  and  filed  by  the  quarter  within  the  calendar  year  in 
which  the  wages  were  earned. 

Microfilm  of  Master  Allotment  File.  A  microfilm  listing  in  numeri¬ 
cal  and  alphabetical  sequence  and  filed  by  the  month  in  which  the  al¬ 
lotment  data  applies. 

Microfiche  and  Microfilm  of  Field  and  Alpha  Locators.  Microfiche 
and  reel  microfilm  in  both  numerical  and  alphabetical  sequence  and 
filed  according  to  the  effective  date  of  issue. 

Microfiche  of  Marine  Corps  Officers  Lineal  List.  A  microfiche  list¬ 
ing  in  alphabetical  and  control  number  sequence  according  to  rank, 
and  filed  according  to  the  effective  date  of  issue. 

Active  Military  Pay  Cases.  Filed  in  numerical  sequence  by  the 
fourth  terminal  digit  of  the  member’s  social  security  number. 

Reserve  Personnel  Military  Pay  Cases.  Filed  in  numerical  sequence 
by  the  fourth  terminal  digit  of  the  member's  social  security  number. 

Centralized  Automated  Reserve  Pay  System  (CAREPAY).  Filed  by 
the  reporting  unit  code  number  and  chronologically  by  the  month  in 
which  the  CAREPAY  records  were  prepared. 


Uniformed  Services  Savings  Deposit  Accounts  of  Personnel 
Declared  Missing  In  Action.  Filed  alphabetically  by  the  member’s 
surname. 

Federal  Housing  Administration  (FHA)  Files.  Filed  in  numerical 
sequence  by  the  Federal  Housing  Administration  case  number  by  due 
month  and  pay  group;  i.e.,  officers  and  enlisted. 

U  S  Treasury  Department,  Internal  Revenue  Service  Forms  941c. 
Filed  by  reporting  period  and  applicable  pay  group. 

Marine  Corps  Disbursing  Officers  Shortage  Accounts.  Filed  by  the 
disbursing  officer’s  symbol  number  and  name. 

Indebtedness  Cases.  Filed  in  alphabetical  sequence 

Safeguards:  Federal  Protective  Security  Guards.  Records  are  main¬ 
tained  in  areas  not  normally  accessible  to  other  than  authorized  per¬ 
sonnel. 

Retention  and  disposal:  Unit  Diaries.  Retained  in  the  Examination 
Division,  Records  Services  Branch,  for  18  months;  then  transferred 
to  the  Federal  Records  Center  and  destroyed  after  a  total  retention 
period  of  4  years  in  accordance  with  General  Accounting  Office  in¬ 
structions. 

Substantiating  Vouchers.  Retained  in  the  JUMPS  Division, 
Records  and  Files  Branch,  until  microfilmed;  then  forwarded  to  the 
Examination  Division,  Records  Services  Branch,  and  retained  for  18 
months;  then  transferred  to  the  Federal  Records  Center  and 
destroyed  after  a  total  retention  period  of  10  years  in  accordance 
with  General  Accounting  Office  instructions. 

Military  Payrolls.  Retained  in  the  Examination  Division,  Financial 
Accounts  Branch,  for  1  month  after  receipt;  then  forwarded  to  the 
Records  Services  Branch  and  retained  for  18  months;  then  trans¬ 
ferred  to  the  Federal  Records  Center  and  destroyed  after  a  total  re¬ 
tention  period  of  10  years  in  accordance  with  General  Accounting 
Office  instructions. 

Financial  Returns.  Retained  in  the  Examination  Division,  Financial 
Accounts  Branch,  for  1  month  after  receipt;  then  forwarded  to  the 
Records  Services  Branch  for  a  retention  period  of  4  months;  then 
transferred  to  the  Federal  Records  Center  and  destroyed  after  a  total 
retention  period  of  10  years  in  accordance  with  General  Accounting 
Office  instructions. 

Military  Pay  Cases  of  Separated  Personnel.  Retained  in  the  Ex¬ 
amination  Division,  Claims  and  Separations  Branch,  for  18  months 
following  end  of  the  calendar  year  in  which  the  member  was  released 
from  active  duty,  then  released  to  the  Records  Services  Branch  for 
transfer  to  the  Federal  Records  Center  and  destroyed  after  a  total  re¬ 
tention  period  of  10  years  in  accordance  with  General  Accounting 
Office  instructions. 

Annual  Separation  Listings.  Retained  in  the  Examination  Division, 
Records  Services  Branch,  for  10  years  or  until  such  time  as  the  cor¬ 
responding  military  pay  cases  are  destroyed. 

Annual  Reserve  Tax  Listings.  Retained  in  the  Examinations  Divi¬ 
sion,  Records  Services  Branch,  until  no  longer  useful;  then 
destroyed. 

Microfilm  of  Annual  Wage  and  Tax  Information  of  Active  Duty 
Personnel.  Retained  in  the  Examination  Division,  Records  Services 
Branch,  until  no  longer  useful;  then  destroyed. 

Microfilm  of  Quarterly  Social  Security  Wage  Data.  Retained  in  the 
Examination  Division,  Records  Services  Branch,  indefinitely. 

Microfilm  of  Master  Allotment  File.  Retained  in  the  Examination 
Division,  Records  Services  Branch,  until  no  longer  useful;  then 
destroyed. 

Microfiche  and  Microfilm  of  Field  and  Alpha  Locators.  Retained  in 
the  Examination  Division,  Records  Services  Branch,  indefinitely. 

Microfiche  of  Marine  Corps  Officers  Lineal  List.  Retained  in  the 
Examination  Division,  Records  Services  Branch,  until  new  listing  is 
received;  then  destroyed. 

Active  Military  Pay  Cases.  Retained  in  the  Examination  Division, 
Pay  Record  Audit  Branch,  until  such  time  as  member  is  released 
from  active  duty;  then  released  to  the  Claims  and  Separations  Branch 
and  ultimate  transfer  to  the  Federal  Records  Center. 

Reserve  Personnel  Military  Pay  Cases.  Retained  in  the  Examina¬ 
tion-  Division,  Pay  Record  Audit  Branch,  for  3  fiscal  years;  then 
transferred  to  the  Federal  Records  Center  and  destroyed  after  a  total 
retention  period  of  10  years  in  accordance  with  General  Accounting 
Office  instructions. 

Centralized  Automated  Reserve  Pay  System  (CAREPAY). 
Retained  in  the  Examination  Division,  Pay  Record  Audit  Branch,  for 
3  fiscal  years;  then  transferred  to  the  Federal  Records  Center  and 
destroyed  after  a  total  retention  period  of  10  years  in  accordance 
with  General  Accounting  Office  instructions. 

Uniformed  Services  Savings  Deposit  Accounts  of  Personnel 
Declared  Missing  In  Action.  Retained  in  the  Examination  Division, 
General  Audit  Branch,  until  such  time  as  the  account  is  closed;  then 
filed  in  the  member's  military  pay  case  and  held  until  the  case  is 
transferred  to  the  Federal  Records  Center. 
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Federal  Housing  Administration  (FHA)  Files.  Retained  in  the  Ex¬ 
amination  Division,  General  Audit  Branch,  for  3  years  following  ter¬ 
mination  of  the  member's  entitlement;  then  filed  in  the  member's 
military  pay  case  and  held  until  the  case  is  transferred  to  the  Federal 
Records  Center. 

U  S  Treasury  Department,  Internal  Revenue  Service  Forms  941c. 
Retained  in  the  Examination  Division,  Financial  Accounts  Branch, 
for  four  years  following  the  date  the  941c  was  prepared;  then 
destroyed. 

Marine  Corps  Disbursing  Officers  Shortage  Accounts.  Retained  in 
the  Examination  Division,  Financial  Accounts  Branch,  for  two  years 
after  final  settlement;  then  destroyed. 

Indebtedness  Cases.  Retained  in  the  Examination  Division,  Settle¬ 
ments  Branch,  until  case  is  closed  or  declared  uncollectible;  then 
transfer  the  uncollectible  cases  to  the  General  Accounting  Office  or 
to  the  member’s  service  record  book  according  to  the  disposition  of 
each  particular  case.  Record  of  Indebtedness  cards  are  reduced  to 
microfilm  annually  and  retained  indefinitely. 

System  managers)  and  address:  Commandant  of  the  Marine  Corps 
(Code  FDD).  . 

Marine  Corps  Finance  Center. 

General  Accounting  Office. 

Notification  procedure:  Information  may  be  obtained  from: 
Commanding  Officer 
Marine  Corps  Finance  Center 
Examination  Division 
Kansas  City,  Missouri  64197 
Telephone:  Area  Code  816-926-7853 

Individual  will  be  required  to  furnish  name,  social  security  number, 
duty  status,  and  type  of  information  or  records  required. 

Same  as  notification. 

Name,  social  security  number,  military  identification  card,  or  other 
appropriate  identification. 

Record  access  procedures:  Same  as  notification. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  system 
manager. 

Record  source  categories:  Marine  Corps  activities  having  the 
responsibility  of  collecting  data  and  preparing  reports  and  docu¬ 
ments;  Headquarters  U  S  Marine  Corps;  credit  unions;  credit  bu¬ 
reaus;  insurance  companies;  courts;  and  financial  institutions. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MHD00001 

System  name:  Biographical  Files 

System  location:  Reference  Section  (Code  HDR),  History  &  Muse¬ 
ums  Division,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C 
20380  . 

Categories  of  individuals  covered  by  the  system:  Marine  Corps 
General  Officers  and  those  Marines  considered  as  being  or  having 
been  newsworthy. 

Categories  of  records  in  the  system:  File  contains  biographical 
sketches,  press  releases  and  media  clippings. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  commands,  activities  and  organizations  By  officials  and  em¬ 
ployees  in  connection  with  their  official  duties. 

Department  of  Defense  and  its  Components  •  By  officials  and  em- 

Eloyees  of  the  Office  of  the  Attorney  General  in  connection  with 
tigation,  law  enforcement  or  other  matters  under  the  direct  jurisdic¬ 
tion  of  the  Department  of  Justice  or  as  carried  out  as  the  legal 
representative  of  the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. . 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Officer  relating  to  the 
Marine  Coras. 

Historical  researchers-to  determine  accuracy  of  facts  and  provide 
background  for  correspondence  and  studies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 


Storage:  Paper  records  in  file  folders,  microfiche,  and  photographs 
Retrievability:  Filed  alphabetically  by  last  name  of  subject. 
Safeguards:  Building  employs  security  guards.  Files  within  a  vault 
accessible  only  to  authorized  personnel  who  are  screened  and  re¬ 
gistered  prior  to  being  granted  access. 

Retention  and  disposal:  Files  are  permanent 

System  managerfs)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  HD) 

Headquarters,  U  S  Marine  Corps 
Room  3129,  Reference  Section  Head 
Navy  Annex  (Federal  Office  Building  2) 

Washington,  D  C  20380  * 

Telephone:  Area  Code  202/694-1481/1473 
Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  The  Commandant  of  the  Marine  Corps  (Code  HDR), 
Headquarters  U  S  Marine  Corps,  Washington,  D  C  20380 
Written  requests  for  information  should  contain  the  full  name  of 
the  individual. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Newspapers,  magazines.  Marine  Corps 
press  releases  and  biographical  sketches. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MHD00002 

System  name:  Casualty  Cards 

System  location:  Reference  Section  (Code  HDR),  History  and 
Museums  Division,  Headquarters,  U  S  Marine  Corps,  Washington,  D 
C  20380 

Categories  of  individuals  covered  by  the  system:  Index  cards  on  all 
individuals  injured  or  killed  from  December  1941-  February  1958. 
Categories  of  records  in  the  system:  File  Contains  index  cards 
Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  and  Marine  Corps  commands,  activities  and  organizations  -  By 
officials  and  employees  in  connection  with  their  official  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  committee  of  Congress  or  subcommittee 
thereof,  any  joint  committee  of  Congress  or  subcommittee  of  joint 
committee  on  matters  within  their  jurisdiction  requiring  disclosure  of 
the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Historical  researchers  -  to  verify  dependent  status  for  benefits.  To 
verify  participation  in  specific  actions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Index  cards  in  file  cabinets 
Retrievability:  Filed  alphabetically  by  year 

Safeguards:  Building  employs  security  guards.  Material  available 
upon  registration  and  presentation  of  valid  identification. 

Retention  and  disposal:  Permanent 

System  managers)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  HD) 

Headquarters,  U  S  Marine  Corps 
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Room  3129,  Reference  Section  Head 
Navy  Annex 
Washington,  D  C  20380 
Telephone:  Area  Code  202/0X4-1481-1473 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  The  Commandant  of  the  Marine  Corps  (Code  HDR), 
Headquarters,  U  S  Marine  Corps.  Washington,  D  C  20380. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual. 

For  personal  visits  the  individual  should  be  able  to  provide  current 
acceptable  identification. 

Contesting  record  procedures:  The  agency  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Internal  Marine  Corps-  generation  by  re¬ 
porting 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MHD00003 

System  name:  Muster  Kolls/Unit  Diaries 

System  location:  Headquarters  Marine  Corps  (Code  HDR), 
Washington,  D  C  20380 

Categories  of  individuals  covered  by  the  system:  Chronological  list¬ 
ing  of  all  Marine  Corps  units  and  attached  personnel  from  1798  to 
1956.  Early  years  are  incomplete. 

Categories  of  records  in  the  system:  Personnel  listings  and  record  of 
units  for  all  Marine  Corps  units. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Historical  Researchers  - 
used  in  compiling  and  verification  of  unit  as  well  as  personal  histo¬ 
ries,  awards,  commanding  officers  listing  and  actions  involving  units. 

Headquarters.  U  S  Marine  Corps  and  Marine  Corps  commands, 
activities  and  organizations  -  By  officials  and  employees  of  the 
Marine  Corps  in  connection  with  their  assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Microfilm 

Retrievals iitv:  Each  roll  contains  an  index  as  well  as  a  numeric 
designator. 

Safeguards:  Building  employs  security  guards.  Material  available 
upon  registration  and  presentation  of  valid  identification. 

Retention  and  disposal:  Permanent 

System  manage r(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  HD) 

Headquarters,  U  S  Marine  Corps 
Room  3129,  Reference  Section  Head 
‘Navy  Annex 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-1481/1473 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps  (Code  HDR), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual. 


: 

For  personal  visits  the  individual  should  be  able  to  provide  current 
acceptable  identification. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Internal  generation-units  involved 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MHD00004 

System  name:  Narrative  Biographical  Data  with  Photos  (NAVMC 
Form  10573) 

System  location:  Primary  System  -  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380 

Categories  of  individuals  covered  by  the  system:  Marine  Corps 
acitve  duty,  reserve,  and  retired  general  officers  and  active  duty 
colonels  who  submit  biographical  data  with  photographs  in  ac¬ 
cordance  with  existing  directives. 

Categories  of  records  in  the  system:  Files  contain  standard  bio¬ 
graphical  information  as  listed  on  NAVMC  Form  10573  to  include: 
personal  identification,  personal  data,  education  background,  military 
history,  medals,  and  decorations,  combat,  and  chronology  of  Marine 
Corps  service.  A  current  photogtaph  accompanies  the  file. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps,  and  Marine  Corps  Commands,  Activities  and  organizations  • 
To  make  routine  news  releases  such  as  assignments  and  promotions; 
to  provide  background  data  in  response  to  news  media  queries;  to 
provide  background  information  on  the  individual  officer  prior  to 
speaking  engagements  or  appearances  at  public  events  in  which  the 
officer  is  scheduled  to  appear;  to  provide  internal  release  of  informa¬ 
tion  as  required. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  or  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

News  Media  -  To  provide  biographical  information  in  response  to 
query. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  officer. 

Safeguards:  Buildings  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  Biographical  information  is  maintained  on 
all  general  officer  while  on  active  duty.  When  a  general  officer 
retires,  the  biographical  data  is  retained  for  5  years  after  the  date  of 
the  individual  officer’s  retirement  and  retained  by  the  Historical  Divi¬ 
sion  (Code  HD),  Headquarters,  U  S  Marine  Corps,  Washington,  D  C 
20380. 

Biographical  files  are  maintained  on  colonels  while  on  active  duty. 
Upon  retirement  of  the  officer,  colonel  biographical  files  are  retained 
by  Historical  Division  (Code  HD),  Headquarters,  U  S  Marine  Corps, 
Washington,  D  C  20380. 

System  manageris)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  The  Commandant  of  the  Marine  Corps  (Code  PAC), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  203G0. 

Written  requests  to  determine  whether  or  not  the  system  contains  a 
record  about  an  individual  should  contain  the  full  name  of  the 
general  officer  or  colonel  concerned. 

Visits  are  limited  to  Division  of  Inforrpation  (Code  PAC), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  such  as  a  military  identification  card,  and 
give  some  verbal  information  that  could  be  verified  with  his  'case* 
folder. 

Record  access  procedures:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps 
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Headquarters,  U  S  Marine  Corps,  (Code  PAC) 

Room  113 
Navy  Annex 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-4080 
Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Biographical  data  provided  by  the  in¬ 
dividual  general/colonel  and  from  personnel  files. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MHD00005 

System  name:  personnel  Files 

System  location:  The  Commandant  of  the  Marine  Corps,  Headquar¬ 
ters  Marine  Corps  (Code  HD),  Washington,  D.  C  20380. 

Categories  of  individuals  covered  by  the  system:  Informal  files  con¬ 
taining  job  descriptions  and  miscellaneous  notes  pertaining  to  em¬ 
ployees  of  division. 

Categories  of  records  in  the  system:  Papers  in  file  folders 
Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters  Marine 
Corps  and  Marine  Corps  commands,  activities  and  organizations  -  By 
officials  and  employees  of  the  Marine  Corps  in  matters  regarding 
their  assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement,  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Papers  in  file  folders 
Retrievability:  Filed  alphabetically 

Safeguai*ds:  Building  employs  security  guards.  Information  pro¬ 
vided  on  a  bonafide  need  to  know  basis. 

Retention  and  disposal:  Permanent 

System  managers)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  HD) 

Headquarters,  U  S  Marine  Corps 
Room  3128,  Administrative  Section  Head 
Navy  Annex 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-2460 
Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps,  Headquarters  Marine 
Corps  (Code  HDA),  Washington,  D  C  20380. 

For  personal  visits  the  individual  must  be  able  to  provide  current 
acceptable  identification. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  ana  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Internal  file 
Systems  exempted  from  certain  provisions  of  the  act:  None 
MHD00006 

System  name:  Register/Lineal  Lists 
System  location:  The  Commandant  of  the  Marine  Corps,  Headquar¬ 
ters,  U  S  Marine  Corps,  Washington,  D  C  20380 


Categories  of  individuals  covered  by  the  system:  Lists  of  all  active 
duty  and  retired  officers  from  1800  to  present. 

Categories  of  records  in  the  system:  Bound  volume  of  listings  which 
include  individual’s  name,  rank. 

Authority  for  maintenance  of  the  system:  Title  5,  US  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Historical  Researchers  - 
To  determine  authority  of  dates,  names  and  ranks  of  personnel. 

Headquarters,  U  S  Marine  Corps  and  Marine  Corps  commands, 
activities  and  organizations  -  By  officials  and  employees  of  the 
Marine  Corps  in  the  execution  of  their  assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representatives  of 
the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  pf  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Bound  bolumes  retained  in  library 
Retrievability:  Yearly  volume  listed  alphabetically  within  ranks. 
Safeguards:  Building  employs  security  guards.  Files  within  a  vault 
accessible  only  to  authorized  personnel  who  are  screened  and  re¬ 
gistered  prior  to  being  granted  access. 

Retention  and  disposal:  Files  are  permanent 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  HD) 

Headquarters,  U  S  Marine  Corps 
Room  3129,  Reference  Section  Head 
Navy  Annex 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-1481/1473 
Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps  (Code  HDR), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Written  requests  for  information  should  contain  the  full  name  of 
the  individual. 

For  personal  visits  the  individual  should  be  able  to  provide  some 
acceptable  identification. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Internal  Publication 
Systems  exempted  from  certain  provisions  of  the  act:  None 
MHQ0000I 

System  name:  Alphabetical  Roster  of  Officers  attached  to  HQMC  in 
the  Washington  D.  C.  Area 

System  location:  The  Commandant  of  the  Marine  Corps,  Headquar¬ 
ters,  U  S  Marine  Corps.  Washington,  D  C  20380 
Categories  of  individuals  covered  by  the  system:  An  alphabetical 
roster  of  all  officers  attached  to  HQMC  in  the  Washington  D  C  Area 
Categories  of  records  in  the  system:  Roster  contains  officer’s  name, 
rank,  social  security  number.  Billet  T/O  and  phone  number  and  of¬ 
fice  code. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  and  Marine  Corps  commands,  activities  and  organizations  -  By 
officials  and  employees  of  the  Marine  Corps  in  the  execution  of  their 
assigned  duties. 
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Department  of  Defense  and  its  Components  -  By  officiais  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files 
The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Book  form 
Retrievability:  Alphabetical 
Safeguards:  Limited  number  distributed 

Retention  and  disposal:  The  roster  is  published  quarterly  with  no 
provisions  for  the  destruction  of  old  issues. 

System  manager (s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
*  Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  HQSH) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380  * 

Telephone:  Area  Code  202/694-2344 
Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps  (Code  HQSH), 
Headquarters,  U  S  Marine  Corps  Washington,  D  C  20380 
Written  request  for  information  should  contain  the  full  name  and 
grade  of  the  individual 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER 
Record  source  categories:  Individuals 
Systems  exempted  from  certain  provisions  of  the  act:  None 
MHQ00002 

System  name:  Car  Pool  Locater  List 
System  location:  Headquarters,  U  S  Marine  Corps,  Washington,  D 
C  20380 

Categories  of  individuals  covered  by  the  system:  A  Listing  of  per¬ 
sonnel  actively  seeking  a  carpool 

Categories  of  records  in  the  system:  The  listing  contains  individuals 
name,  home  address,  office  room  number,  and  office  telephone 
number 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of*  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  -  By  officials  and  employees  of  the  Marine  Corps  in  the  ex¬ 
ecution  of  their  assigned  duties 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files 
The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  list 

Retrievability:  Individuals  listed  by  address  location 
Safeguards:  Encased  in  locked  bulletin  board  (FOB  2). 

Retention  and  disposal:  The  Commandant  of  the  Marine  Corps, 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code -HQSH) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-2344 


Record  access  procedures:  request  from  individuals  should  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps  (Code  HQSH). 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Written  requests  for  information  should  contain  the  full  name  and 
grade  of  the  individual 

Contesting  record  procedures:  the  agency's  rules  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 
Record  source  categories:  Individuals  interested  in  joining  car  pools. 
Systems  exempted  from  certain  provisions  of  the  act:  None 
MHQ00003 

System  name:  Controlled  Correspondence  Locator  System 
System  location:  Controlled  Correspondence  Section,  Headquarters 
Support  Division,  Headquarters  U  S  Marine  Corps.  Washington,  D  C 
20380 

Categories  of  individuals  covered  by  the  system:  Former,  Present, 
and  future  U  S  Marine  Corps  personnel  who  were  the  subject  of  con¬ 
gressional  interest  correspondence.  Individual  requesting  information 
from  the  Marine  Corps  under  the  Freedom  of  Information  Act.  U  S 
Marine  Corps  personnel  who  were  the  subject  of  correspondence 
referred  from  the  Department  of  Defense 
Categories  of  records  in  the  system:  System  contains  the  name  of 
the  individual,  the  subject  of  the  correspondence,  the  action  office 
for  the  correspondence,  and  the  name  of  the  referring  official  or 
member  of  Congress. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters  U  S  Marine 
Corps  -  By  officials  and  employees  of  the  Marine  Corps  in  the  per¬ 
formance  of  their  official  duties  related  to  the  administration  of  con¬ 
trolled  correspon-  dence. 

Headquarters  U  S  Manne  Corps  -  By  officials  and  employees  of 
the  Marine  Corps  in  the  performance  of  their  official  duties  related 
to  the  administration  of  controlled  correspon-  dence. 

Marine  Corps  Commands  -  To  administer  correspondence  related 
to  controlled  correspondence. 

Department  of  Defense  -  To  administer  correspondence  related  to 
controlled  correspondence. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  or  any  member  of  Congress  on  matters  within  their 
jurisdiction  requiring  disclosure  of  the  information  of  the  Controlled 
Correspondence  Locator  System. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  is  stored  on  Electrical  Automated  Machine 
cards. 

Retrievability:  Records  are  accessed  by  name.  -j 

Safeguards:  Building  Housing  System  employs  24-hour  security 
guards. 

Retention  and  disposal:  Records  are  stored  for  two  calendar  years 
and  then  destroyed. 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  HQSM-4) 
Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone  ;  Area  Code  202/694-1666 
Record  acceas  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps  (Code  HQSM-4), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

personal  visits  may  be  made  to  Headquarters  Support  Division, 
Headquarters,  U  S  Marine  Corps,  Federal  Office  Building  2, 
Washington,  D  C  20380. 

For  personal  visits  the  individual  should  be  able  to  provide  per¬ 
sonal  identification,  military  or  civilian  type. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  may 
be  obtained  from  the  Commandant  of  the  Marine  Corps  (Code 
HQSM-4),  Headquarters,  U  S  Marine  Corps,  Washington,  D  C 
20380. 

Record  source  categories:  Individuals 

Correspondence  referred  by  third  parties  sue1*  at:  members  of  Con¬ 
gress,  Secretary  of  Defense,  and  the  Secretary  of  the  Navy. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
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MHQ00004 

System  name:  Courier  Pass  System 
System  location:  Primary  System  -  Security  Branch,  Joint  Chiefs  of 
Staff,  Room  1E924,  The  Pentagon,  Washington,  D  C 
Decentralized  System  -  Commandant  of  the  Marine  Corps  (Code 
HQS-3),  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Categories  of  individuals  covered  by  the  system:  list  contains  names 
of  all  personnel  assigned  to  Headquarters  Marine  Corps  who  are 
authorized  to  sign  for  message  consigned  to  Headquarters,  U  S 
Marine  Corps. 

Categories  of  records  in  the  system:  List  contains  name,  rank,  social 
security  number  and  security  data. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  -  By  officials  and  employees  of  the  Marine  Corps  in  the  ex¬ 
ecution  of  their  assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties 
The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  Agencies. 

Courts  •  By  officials  of  duly  established  local,  state  and  fe&eral 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court.  '  ” 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Current  list  filed  by  name  in  alphabetical  order 
Safeguards:  Building  employs  civilian  and  military  guards 
list  filed  in  locked  files  cabinet 

Retention  and  disposal:  List  maintained  until  superseded  by  up¬ 
dated  list  on  a  monthly  basis 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  HQS-3) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-3609 
Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps  (Code  HQS-3), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Written  request  for  information  should  contain  the  full  name  of  the  * 
individual,  social  security  number  and  reason  for  requesting  the  in¬ 
formation. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that,  civilian  ID  card  or  military  ID  card 
and  give  some  verbal  information  that  could  be  verified  with  his 
identity. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individuals 
Service  Record  Books 
Officer  Qualification  Records 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MHQ00005 

System  name:  Directory  and  Locator  Mail  Service 
System  location:  Headquarters,  U  S  Marine  Corps,  Washington,  D 
C  20380 

Categories  of  individuals  covered  by  the  system:  Locator  listing  of 
all  commissioned  officers  attached  to,  on  orders  to  and  detached 
from  Headquarters,  U  S  Marine  Corps,  Henderson  Hall  and 


throughout  the  Washington,  D  C  Metropolitan  area.  Microfiche  list¬ 
ing  of  all  active  and  retired  military  personnel  not  attached  to  or  on 
orders  to  Headquarters  Marine  Corps  and  Henderson  Hall. 

Categories  of  records  in  the  system:  System  contains  personal 
identification  such  as  last  name,  middle  initial,  rank,  social  security 
number,  location,  mail  address  and  whenever  practical  the  previous 
mailing  address. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  -  By  designated  postal  clerks  and  mail  clerks  in  the  per¬ 
formance  of  their  official  duties  and  are  the  only  authorized  person¬ 
nel  to  furnish  directory  service  for  insufficient  and  incorrect  ad¬ 
dressed  mail  received  at  this  Headquarters. 

Marine  Corps  Commands  •  Upon  request,  information  pertaining  to 
estimate  date  of  arrival,  date  of  departure  and  extract  copy  of  orders 
are  provided  to  the  directory  mail  service  of  the  command  to  which 
personnel  is  ordered  to  report. 

Department  of  Defense  and  its  components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties 
in  connection  with  postal  matters. 

U  S  Postal  Service  -  By  duly  designated  Postal  Officials  pertaining 
to  matters  properly  within  the  purview  of  the  U  S  Postal  Service. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Notice  of  change  of  address  cards,  special  orders,  and  as¬ 
sign-  ment  rosters  are  screened  and  information  typed  on  visible 
index  strips,  which  are  kept  on  file.  Microfiche  listing  are  filed  and 
utilized  when  required. 

Retrievability:  Records  that  supply  information  data  for  the 
directory  and  locator  mail  service  are  kept  numerically.  Change  of 
address  cards  and  visible  index  strips  are  arranged  alphabetically  re¬ 
gardless  of  rank,  rate  or  status. 

Safeguards:  Building  housing  the  directory  and  locator  mail  service 
employs  24  hour  security  guards.  Records  are  maintained  in  area 
restrict-  ed  and  accessible  only  to  personnel  who  are  authorized  to 
perform  Directory  and  locator  mail  service.  Distribution  of  informa¬ 
tion  from  this  system  is  resticted  to  authorized  persons  in  the  per¬ 
formance  of  their  assigned  duties,  on  a  need-to-know  basis. 

Retention  and  disposal:  Upon  the  detachment  or  transfer  of  in¬ 
dividuals,  change  of  address  cards  and  visible  index  strips  are 
retained  for  a  period  of  six  months  with  new  forwarding  address  and 
then  destroyed.  Special  or-  ders  are  kept  for  one  additional  year  and 
then  destroyed.  Micro-  fiche  listings  are  replaced  once  a  month  those 
listings  that  are  replaced,  are  kept  for  six  months  and  then  destroyed. 
Directory  and  locator  listings  in  the  form  of  visible  index  strips  of 
General  Officers  (Active/Retired)  are  permanent. 

System  manager! s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  HQSM-1) 
Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-1972 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  The  Commandant  of  the  Marine  Corps  (Code  HQSM-1), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Written  requests  for  information  should  contain  the  individual’s 
name,  social  security  number,  current  address,  official  status  and 
reason  for  request. 

Personal  visits  may  be  made  to  the  Registry  and  Accountable  Mail 
Unit  (Code  HQSM-1),  Headquarters,  U  S  Marine  Corps,  Federal  Of¬ 
fice  Building  2,  Room  1309,  Navy  Annex,  Washington,  D  C  20380. 
For  Personal  visits  the  individual  should  be  able  to  provide  a  valid 
identification  card. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  contest¬ 
ing  contents  and  appealing  ini-  tial  determinations  may  be  obtained 
from  the  Commandant  of  the  Marine  Corps  (Code  HQSM), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Record  source  categories:  Each  commissioned  officer  reporting  to 
or  departing  from  the  Headquarters  Marine  Corps  is  required  to  re¬ 
port  in  person  to  the  directory  and  locator  mail  service  and  provide 
the  personal  information.  In  addition,  the  NCOIC,  Headquarters 
Marine  Corps  Mail  Section  (Code  HQSM-1)  insures  that  the  necessa¬ 
ry  data  required  to  maintain  a  current  directory  and  locator  mail  ser¬ 
vice  is  provided  Copies  of  assignment  rosters,  advance  copies  of  or¬ 
ders,  special  orders,  microfiche  listings  and  change  of  address  cards 
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which  insures  timely  and  complete  information  are  the  necessary 
data  provided  for  the  maintenance  of  the  directory  and  locator  mail 

service. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MHQ00006 

System  name:  Fort  Ritchie  Pass  Roster  for  Headquarters,  U  S  Marine 
Corps  Personnel 

System  location:  Primary  System  -  Director,  Intelligence  and 
Security,  Fort  Ritchie,  MD  21719 

Decentralized  System  -  Commandant  of  the  Marine  Corps  (Code 
HQS-3),  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Categories  of  individuals  covered  by  the  system:  Roster  of  all  per¬ 
sonnel  assigned  to  Headquarters  Marine  Corps  who  possess  a  Fort 
Ritchie  Pass 

Categories  of  records  in  the  system:  Roster  contains  name,  rank, 
sex,  clearance  data,  pass  number  and  telephone  number  at  Fort 
Ritchie 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  -  .By  officials  and  employees  of  the  Marine  Corps  in  the  ex¬ 
ecution  of  their  assigned  duties. 

Department  of  Defense  and  it’s  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

the  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Roster  list  personnel  by  name  in  alphabetical  order 
Safeguards:  Building  employs  civilian  and  military  guards 
Roster  maintained  in  security  container 

Retention  and  disposal:  Maintained  for  three  month  period  and  up¬ 
dated 

System  manager!*)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  HQS-3) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-3609 
Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps  (Code  HQS-3), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Written  request  for  information  should  contain  the  full  name  of  the 
individual,  social  security  number  and  reason  for  requesting  the  in¬ 
formation. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  civilian  ID  or  military  ID  Card  and 
give  some  verbal  information  that  could  be  verified  with  his  identity. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER 
Record  source  categories:  Director  of  Intelligence  and  Security, 
Pass  and  ID  Section,  Fort  Ritchie,  MD  21719 
Individuals 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MHQ00007 

System  name:  Headquarters,  U  S  Marine  Corps  Access  Strips 
System  location:  Headquarters,  U  S  Marine  Corps,  Code  HQS-3, 
Washington,  D  C  20380 


Categories  of  individuals  covered  by  the  system:  Strips  contain  infor¬ 
mation  on  all  personnel  assigned  to  Headquarters  Marine  Corps  who 
have  access  to  classified  material. 

Categories  of  records  in  the  system:  Strips  contain  name,  rank,  so¬ 
cial  security  number,  work  section,  date  and  place  of  birth,  security 
clearance  data  and  access  data. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  -  By  officials  and  employees  of  the  Marine  Corps  in  the  ex¬ 
ecution  of  their  assigned  duties. 

Department  of  Defense  and  it’s  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  committee  or  subcommittee  thereof,  any  joint 
committee  of  Conjgress  or  subcommittee  of  joint  committee  on 
matter  within  their  jurisdiction  requiring  discloure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
of  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Cardboard  strips  on  metal  like  clip  board 
Retrievability:  Strips  filed  by  name  in  alphabetical  order 
Strips  filed  by  codes  within  Headquarters  Marine  Corps 
Safeguards:  Building  employs  civilian  and  military  guards 
Strips  locked  in  wooden  cabinet 

Retention  and  disposal:  Strips  maintained  on  personnel  while  as¬ 
signed  to  Headquarters  Marine  Corps  Strips  maintained  for  a  period 
of  two  years  after  transfer/  discharge  of  individual 
System  manager!*)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  HQS-3) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-3609 
Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps  (Code  HQS-3), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Written  request  for  information  should  contain  the  full  name  of  the 
individual,  social  security  number  and  reason  for  requesting  the  in¬ 
formation 

Eor  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  civilian  ID  card  or  military  ID  card 
and  give  some  verbal  information  that  could  be  verified  with  his 
identity. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  form  the  SYSMANAGER 
Record  source  categories:  Individuals 
Service  Record  Book 
Officer  Qualification  Record 
Investigative  files  of  DIS/NIS 

Systems  exempted  from  certain  provisions  of  the  act:  none 
MHQ00008 

System  name:  Headquarters,  U  S  Marine  Corps  Emergency  Recall 
Listing  Essential  Personnel 

System  location:  Headquarters,  U  S  Marine  Corps,  Washington,  D 
C  20380 

Categories  of  individuals  covered  by  the  system:  A  listing  of  Key 
Personnel  assigned  to  Headquarters,  U  S  Marine  Corps 
Categories  of  records  in  the  system:  Emergency  Recall  contains  in¬ 
dividuals  Name,  Home  Address,  and  telephone  number.  Billet  title. 
Office  Room  number  and  telephone  number. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  and  Marine  Corps  commands,  activities  and  organizations  •  By 
officials  and  employees  in  the  execution  of  their  assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Book  form 

Retrievability:  Filed  by  billet 

Safeguards:  Limited  number  distributed  — 

The  recall  is  published  semi-annually  with  no  provisions  for  the 
destruction  of  old  issues 

Retention  and  disposal:  Retain  until  superceded;  updated  semi-an¬ 
nually.  * 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps.  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  HQSH) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-2344 
Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps  (Code  HQSH), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Written  requests  for  information  should  contain  the  full  name,  and 
grade  of  the  individual 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER 
Record  source  categories:  Individuals 
Systems  exempted  from  certain  provisions  of  the  act:  None 
MHQ00009 

System  name:  Headquarters  Marine  Corps  Locator  Files 
System  location:  The  Commandant  of  the  Marine  Corps,  Headquar¬ 
ters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Categories  of  individuals  covered  by  the  system:  A  Locator  File  of 
Personnel  assigned  to  HQMC 

Categories  of  records  in  the  system:  Locator  files  contain  the  fol¬ 
lowing  information  on  Officer,  Enlisted,  and  Civilian  personnel  work¬ 
ing  at  HQMC:  name,  grade,  social  security  number  Billet,  Home  Ad¬ 
dress  and  telephone  number,  office  room  number  and  telephone 
number  and  office  code. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  and  Marine  Corps  commands,  activities  and  organizations  -  By 
officials  and  employees  of  the  Marine  Corps  in  the  execution  of  their 
assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  •  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  property  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Strip  and  Card  Files 
Retrievability:  Alphabetical  and  by  Billet 

Safeguards:  Files  are  kept  in  the  Military  Personnel  Branch  office 
Retention  and  disposal:  Six  months,  until  superceded. 

System  managers)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  HQSH) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-2344 
Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps  (Code  HQSH), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Written  request  for  information  should  contain  the  full  name  and 
grade  of  the  individual 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER 

Record  source  categories:  Individuals  and  Division  Administrative 
Officers 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MHQ00010 

System  name:  Office  of  the  Joint  Chiefs  of  Staff  Roster 
System  location:  Primary  system  -  Office  of  the  Joint  Chiefs  of 
Staff,  the  Pentagon,  Washington,  D  C 
Decentralized  system  -  Commandant  of  the  Marine  Corps  (Code 
HQS-3),  Headquarters,  U,S  Marine  Corps,  Washington,  D  C  20380 
Categories  of  individuals  covered  by  the  system:  Roster  of  all  per¬ 
sonnel  assigned  to  Headquarters  Marine  Corps  who  possess  a  JCS 
Pass. 

Categories  of  records  in  the  system:  Roster  contains  name,  rank,  so¬ 
cial  security  number  and  JCS  Pass  Number. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  providing  current  pass 
holders  information  and  retrieving  passes  on  discharge/transfer  of  an 
individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Current  list  filed  by  name  in  alphabetical  order. 
Safeguards:  Building  employs  civilian  and  military  guards 
Roster  filed  in  security  container 

Retention  and  disposal:  Maintained  for  a  three  month  period  and 
updated. 

System  managers)  and  address:  Head,  Headquarters  Security  Sec¬ 
tion,  Headquarters  support  Division,  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps 
Code  HQS-3 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-3609 
Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps  (Code  HQS-3), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Written  request  for  information  should  contain  the  full  name  of  the 
individuals,  social  security  number  and  reason  for  requesting  the  in¬ 
formation. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  civilian  ID  card  or  military  ID  card 
and  give  some  verbal  information  that  could  be  verified  with  his 
identity. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER 
Record  source  categories:  Individuals 

Security  Division,  Office  of  the  Joint  Chiefs  of  Staff,  The  Pen¬ 
tagon,  Washington,  D  C 
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Systems  exempted  from  certain  provisions  of  the  act:  None 
MHQOOOI1 

System  name:  Security  Folders  in  Headquarters,  U  S  Marine  Corps 
Personnel 

System  location:  The  Commandant  of  the  Marine  Corps,  Headquar¬ 
ters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Categories  of  individuals  covered  by  the  system:  Files  consist  of  a 
security  folder  on  all  personnel  assigned  to  Headquarters  Marine 
Corps  who  have  access  to  classified  material. 

Categories  of  records  in  the  system:  Folders  contain  name,  social 
security  number,  rank,  security  clearance  data,  date  and  place  of 
birth,  height,  weight,  work  section,  access  data,  results  of  local 
records  check  with  medical,  company  record  books  and  Criminal  In¬ 
vestigative  Division. 

Authority  for  maintenance  o!  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  -  By  officials  and  employees  of  the  Marine  Corps  in  the  ex¬ 
ecution  of  their  assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justic  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  or  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Folders  filed  by  name  in  alphabetical  order 
Safeguards:  Building  employs  civilian  and  military  guards. 

Folders  maintained  in  locked  files  cabinet. 

Retention  and  disposal:  Folders  maintained  on  personnel  while  as¬ 
signed  to  Headquarters  Marine  Corps 
Folders  maintained  for  a  period  of  two  years  after  transfer/ 
discharge  of  individual. 

Records  destroyed  by  tearing  up  and  put  in  trash. 

System  managerfs)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  HQS-3) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-3609 
Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps  (Code  HQS-3), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Written  request  for  information  should  contain  the  full  name  of  the 
individual,  social  security  number  and  reason  for  requesting  the  in¬ 
formation. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  civilian  ID  card  or  military  card  and 
give  some  verbal  information  that  could  be  verified  with  his  identity. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individual 
Service  Record  Books 
Officer  Qualification  Records 
Investigative  files  in  DIS/NIS 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MHQ00012 

System  name:  Special  Access  List  for  Personnel  of  Headquarters 
Marine  Corps. 


System  location:  Commandant  of  the  Marine  Corps,  Code  HQS-3, 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Categories  of  individuals  covered  by  the  system:  List  contains  names 
of  all  personnel  assigned  to  Headquarters  Marine  Corps  who  have 
access  to  SIOP-ESI  information. 

Categories  of  records  in  the  system:  List  contains  name,  rank, 
clearance  data  and  category.  . 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  -  By  officials  and  employees  of  the  Marine  Corps  in  the  ex¬ 
ecution  of  their  assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  •  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  committee  or  subcommittee  thereof,  any  joint 
committee  of  Congress  or  subcommittee  or  joint  committee  on  mat¬ 
ters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  by  name  in  alphabetical  order. 

Safeguards:  Building  employs  civilian  and  military  guards. 

Records  maintained  in  security  container. 

Retention  and  disposal:  Records  are  continuously  updated  with 
names  of  transferred/discharged  personnel  deleted. 

System  managerfs)  and  address:  Commandant  of  the  Marine  Corps, 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  HQS-3) 

Headquarters,  U  S  Marine  Corps  Washington,  D  C  20380 
Telephone:  Area  Code  202/694-3609 
Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps  (Code  HQS-3), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  social  security  number  and  reason  for  requesting  the 
information. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identificatin,  that  is,  civilian  ID  card  or  military  ID  card 
and  give  some  verbal  information  that  could  be  verified  with  his 
identity. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individuals 
Service  Record  Books 
Officer  Qualification  Records 
Investigative  files  of  DIS/NIS 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
MHQ00013 

System  name:  Federal  Building  Number  2,  (FB  2),  Car  Pool  Locator 
File 

System  location:  Headquarters,  U  S  Marine  Corps,  Washington,  D 
C  20380 

Categories  of  individuals  covered  by  the  system:  A  file  of  all  person¬ 
nel  registered  to  pari:  in  FB  2  parking  facilities. 

Categories  of  records  in  the  system:  The  contains  the  following  in¬ 
formation  on  individuals:  Name,  grade,  social  security  number, 
Agency/Employer,  Agency  Code,  Room  Number,  Office  phone 
number.  Home  address;  Make,  Year,  Color,  license  plate  number 
and  state  of  automobile. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  -  By  officials  and  employees  of  the  Marine  Corps  in  the  ex¬ 
ecution  of  their  assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

the  Attorney  General  of  the  U  S  •  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  •  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  or  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

•  Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Card  File 
Retrievability:  Alphabetical 

Safeguards:  Files  kept  in  the  Military  Personnel  Branch  Office 
Information  is  given  only  to  personnel  woiking  in  the  assignment 
and  control  of  FB  2  parking  facilities. 

Retention  and  disposal:  One  month  or  until  superceded. 

System  manage r(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  HQSH) 
Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-2344 
Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps,  Headquarters  Marine 
Corps  (Code  HQSH),  Washington,  D  C  20380 
Written  requests  for  information  should  contain  the  full  name  and 
grade  of  the  individual. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER 
Record  source  categories:  Individuals  within  or  desiring  car  pools. 
Systems  exempted  from  certain  provisions  of  the  act:  None 


MIL00001 

System  name:  Assignment  and  Occupancy  of  Family  Housing 
Records 

System  location:  System  is  organizationally  decentralized.  Records 
are  maintained  at  Marine  Corps  Installations  with  family  housing. 

Categories  of  individuals  covered  by  the  system:  File  contains  in- 
dividual's  application,  assignment  to  and  occupancy  history  of  family 
housing.  Records  include,  but  are  not  limited  to  information  from  the 
Manpower  Management  System  and  the  Joint  Uniform  Military  Pay 
System. 

Categories  of  records  in  the  system:  File  contains  individual's  appli¬ 
cation  and  assignment  to  and  occupancy  history  of  family  housing. 

Authority  for  maintenance  of  the  system:  Title  5  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Installation  Family  Hous¬ 
ing  Offices  •  To  obtain  information  in  order  to  determine  type  of 
quarters  to  which  individual’s  are  to  be  assigned;  to  make  assign¬ 
ments  and  to  personnel  who  are  assigned  to  quarters. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 


Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  on  file  cards. 

Retrievability:  Filed  alphabetically  by  last  name  of  housing  occu¬ 
pant  and  in  order  of  position  on  waiting  list. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel;  waiting  lists  are  maintained  for  public  inspec¬ 
tion. 

Retention  and  disposal:  Records  are  permanent.  They  are  retained 
in  active  file  during  time  that  personnel  is  residing  in  quarters, 
retained  in  a  quarters  record  jacket  after  termination  of  occupancy. 

System  managers)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  (Code  LF)  Washington,  D 
C  20380 

Notification  procedure:  Information  may  be  obtained  from:  The 
Commanding  Officer  of  the  Marine  Corps  Installation  from  which 
family  housing  has  been  requested,  assigned  or  vacated.  Mailing  ad¬ 
dressees  are  as  shown  in  the  Navy  Standard  Distribution  List 
(OPNAV  P09B3-107). 

Record  access  procedures:  Requests  for  information  from  in¬ 
dividuals  should  be  addressed  the  Commanding  Officer  of  the  Marine 
Corps  installation(s)  at  which  the  individual  applied  for  or  occupied 
family  housing.  Such  requests  should  include  name,  social  security 
number,  quarters  number  if  known,  and  dates  of  period  addressed  in 
the  inquiry.  Installation  addresses  are  as  reported  by  the  Navy  Stan¬ 
dard  Distribution  List. 

Personal  visits  may  be  made  to  the  installation  in  questions  any 
normal  work  day  between  8:00  AM-4:30  PM.  For  personnel  visits  the 
individual  should  be  able  to  provide  valid  personal  identification 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Application  from  individual  seeking  fami¬ 
ly  housing,  Marine  Corps  Manpower  Management  System;  Joint 
Uniform  Military  Pay  System. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
MMN0000I 

System  name:  Deserter  Inquiry  File 

System  location:  Absentee  and  Deserter  Section,  Personnel 
Management  Division,  Manpower  Department  (Code  MM), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Categories  of  individuals  covered  by  the  system:  Marine  Corps  Ab¬ 
sentees  and  deserters;  Marines  in  hands  of  civil  authorities  foreign 
and  domestic,  and  Marines  who  fail  to  comply  with  orders  to  new 
duty  stations;  suspected  and  convicted  absentees  and  deserters  who 
have  returned  to  military  control  within  the  last  90  days. 

Categories  of  records  in  the  system:  file  contains  automated  records, 
each  of  which  is  approximately  330  characters  in  length.  These 
records  reflect  personal  identification  data,  absentee’s  current  status, 
parent  command  and  other  pertinent  information  which  is  necessary 
to  monitor,  control  and  identify  absentees. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Personnel  Management 
Division  -  To  record  and  monitor  deserter/  absentee  cases  entered 
into  the  National  Crime  Information  Center’s  Wanted  Persons  File; 
to  monitor  and  assign  absentees  upon  their  return  to  military  control; 
to  ensure  that  absentees  are  formally  charged  in  accordance  with  the 
Uniform  Code  of  Military  Justice  prior  to  expiration  of  the  Statute  of 
Limitations;  to  monintor  Marine  absentees  and  deserters  believed  to 
be  located  in  foreign  countries;  to  monitor  Marines  who  have  failed 
to  comply  with  permanent  change  of  station  (PCS)  orders  or  orders 
to  travel  and  report  without  escort;  to  insure  correspondence  pertain¬ 
ing  to  absentees  and  deserters  received  by  the  Marine  Corps  is 
processed  in  a  timely  manner;  to  insure  that  appropriate  action  is 
take  within  the  Manpower  Management  System  to  join  or  drop  ab¬ 
sentees  to  desertion;  to  provide  periodic  management  reports  con¬ 
cerning  absentees  and  deserters  as  directed  by  higher  authority. 
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Comptroller  General  •  To  respond  to  the  Comptroller  General  or 
any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to 
Marine  Corps  Manpower  Management  Programs. 

The  Attorney  General  -  To  coordinate  with  the  Attorney  General 
or  his  authorized  representatives  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  as  carred  out  as  the  legal  representative  of  the 
Executive  Branch. 

The  Department  of  Defense  -  To  coordinate  with  the  other  com¬ 
ponents  of  the  Department  of  Defense  as  may  be  required  to  report, 
identify,  apprehend  and  return  Marine  absentees  and  deserters  to 
Marine  Corps  control. 

Civilian  Law  Enforcement  Agencies  -  To  coordinate  with  ap¬ 
propriate  State  and  local  law  enforcement  agencies  as  may  be 
required  to  report,  identify,  apprehend  and  return  Marine  absentees 
and  deserters  to  Marine  Corps  control. 

Courts  -  To  respond  to  court  orders  in  connection  with  matters  be¬ 
fore  a  court. 

Congress  of  the  United  States  -  To  respond  to  inquiries  of  the 
Senate  or  the  House  of  Representatives  of  the  United  States  or  any 
committee  or  subcommittee  thereor  or  any  joint  committee  or  joint 
subcommittee  of  the  Congress  on  matters  within  their  jurisdiction  as 
may  be  requested  of  the  Marine  Corps. 

Marine  Corps  Staff  Agencies  or  Commands  -  To  coordinate  the 
identification,  apprehension  and  return  of  Marine  absentees  and 
deserters  in  accordance  with  Marine  Corps  Manpower  Management 
policies 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  stored  on  magnetic  tape  and  magnetic  discs 
retained  in  a  controlled  access  area  at  Headquarters,  Marine  Corps. 

Retrievability:  Records  may  be  accessed  by  social  security  number 
or  by  use  of  logic  sorts  performed  upon  key  fields,  such  as  duty 
status,  parent  command,  race,  sex  or  date  of  absence. 

Safeguards:  Building  employs  security  guards.  Computer  terminals 
and  records  are  located  in  areas  acessible  only  to  authorized  person¬ 
nel  that  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  retained  on  file  for  90  days 
after  the  individual  addressed  in  the  record  is  returned  to  military 
control  or  are  seperated  from  the  Marine  Corps.  After  90  days  from 
return  to  military  control  or  seperation  the  tapes  or  disks  are  erased. 

System  managers)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  MM) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-2927 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  The  Commandant  of  the  Marine  Corps,  Headquarters 
Marine  Corps,  Code  MM,  Federal  Office  Building  2,  Washington,  D 
C  20380 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  his  social  security  number  and  his  signature. 

For  personal  visits,  the  individual  should  be  able  to  provide  milita¬ 
ry  idcr.'ification  card,  drivers  license  or  other  type  of  identification 
bearing  picture  or  signature  or  by  providing  verbal  data  sufficient  to 
insure  that  the  individual  is  the  subject  of  the  inquiry. 

Contesting  record  procedures:  The  rules  for  contesting  contents  and 
appealing  initial  determinations  may  be  obtained  from  the  Comman¬ 
dant  of  the  Marine  Corps  (Code  JA),  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380 

Record  source  categories:  Infromation  in  the  system  is  obtained 
from  the  Marine  Corps  Military  Personnel  Records;  from  the  in¬ 
dividual's  commanding  officer,  officer-in-charge,  federal,  state  and 
local  law  enforcement  agencies,  lawyers,  judges.  Members  of  Con¬ 
gress,  relatives  of  the  individual  and  private  citizens. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00002 

System  name:  Listing  of  Retired  Marine  Corps  Personnel 

System  location: 

The  Commandant  of  the  Marine  Corps 
Headquarters,  U  S  Marine  Corps 

Washington,  D  C  20380  *, 

Categories  of  individuals  covered  by  the  system:  All  retired  members 
of  the  Marine  Corps,  including  those  former  Marines  in  the  receipt  of 
disability  benefits  from  the  Veterans  Administration. 


Categories  of  records  in  the  system:  The  system  is  a  publication 
derived  from  automated  sources,  depicting  the  retiree's  name.  Social 
Security  Number,  mailing  address  and  retirement  component  code. 

Authority  for  maintenance  of  the  system:  Title  10,  U  S  Code  Section 
5201 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Marine  Corps  -  For  making  necessary  identification  of  retired 
members  in  the  performance  of  their  official  duties  related  to  retire¬ 
ment  and  veterans  affairs  programs,  benefits,  entitlements,  transpor¬ 
tation,  hospitalization,  education,  dependent  affairs,  etc. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  •  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  with 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  House  of  Representatives' 
of  the  U  S  or  any  committee  or  subcommittee  thereof,  any  joint 
committee  of  Congress  or  subcommittee  of  joint  committee  on  mat¬ 
ters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Leatherneck  Magazine  and  Marine  Corps  Gazette  -  For  maintain¬ 
ing  their  mailing  lists  of  subscribers  to  these  semi-official,  profes¬ 
sional  publications. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Controlled  distribution  publication.  Stock  copies  main¬ 
tained  in  locker  room. 

Retrievability:  Listings  in  alphabetical  order,  with  officer  personnel 
listed  separate  from  enlisted  personnel. 

Safeguards:  Building  employs  security  guards.  Distribution  is 
strictly  controlled. 

Retention  and  disposal:  Destroyed  upon  being  superceded  by  up¬ 
dated  annual  publication.  * 

System  manageris)  and  address:  Commandant  of  the  Marine  Corps, 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Commandant  of  the  Marine  Corps  (Code  MS), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380.  The  letter 
should  contain  the  full  name.  Social  Security  Number  and  signature 
of  the  requester. 

The  individual  may  visit  Headquarters,  U  S  Marine  Corps,  Colum¬ 
bia  Pike  &  Arlington  Ridge  Road,  Arlington,  Virginia,  Room  1206. 
Proof  of  identification  may  consist  of  his  active,  reserve  or  retired 
identification  card,  his  Armed  Forces  Report  of  Transfer  or 
Discharge  (DD214),  his  discharge  certificate,  his  drivers  license  or  by 
providing  such  other  data  sufficient  to  insure  that  the  individual  the 
subject  of  the  inquiry. 

Record  access  procedures:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps 
Headquarters,  U  S  Marine  Corps 
Columbia  Pike  &  Arlington  Ridge  Road 
Arlington,  Virginia  20380 
Telephone  Area  Code  202/694-1043 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Staff  agencies  and  subdivisions  of 
Headquarters,  U  S  Marine  Corps 

Veterans  Administration 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00003 

System  name:  MANPOWER  MANAGEMENT  SYSTEM  (MMS) 

System  location:  primary  System-Commanding  Officer,  Marine 
Corps  Automated  Services  Center,  1500  East  Bannister  Road,  Kan¬ 
sas  City,  Missouri  64131 
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Decentralized  Segments-Commandant  of  the  Marine  Corps  (Code 
MPI),  Headquarters  United  States  Marine  Corps,  Washington,  DC 
20380,  Commanding  General,  Marine  Corps  Base,  Camp  Lejeune, 
NC  28342,  Commanding  General,  Marine  Corps  Base,  Camp 
Pendleton,  CA  92033,  Commanding  General,  Fleet  Marine  Force, 
Pacific,  FPO  San  Francisco  96610,  Commanding  General,  Marine 
Corps  Recruit  Depot,  Parris  Island,  SC  29903,  Commanding  General. 
Marine  Corps  Recruit  Depot,  San  Diego,  CA  92140  and  Commanding 
General,  Marine  Corps  Base,  Camp  S  D  Butler,  FPO  Seattle  98773. 

Categories  of  individuals  covered  by  the  system:  All  Marines  on  ac¬ 
tive  duty  in  excess  of  30  days. 

Categories  of  records  in  the  system:  The  MMS  master  files  consist 
of  a  complete  magnetic  record  for  each  Marine  serving  on  active 
duty  for  a  period  in  excess  of  30  days.  The  procedure  used  to 
establish  the  initial  computer  record  and  add  the  individual  to  the 
Marine  Corps  strength  is  the  accession  process.  The  accession  of 
recruits  is  accomplished  through  the  Recruit  Accession  Management 
System  (RAMS)  The  Commissioning  Accession  Management  System 
(CAMS)  is  designed  to  access  all  officer  records  into  JUMPS/MMS. 
Accession /  reaccession  of  all  nonrecruit  enlisted  records  is  accom¬ 
plished  through  the  Headquarters  Accession  Management  System 
(HAMS)  at  Headquarters  Marine  Corps.  The  Accession  Transcription 
Form  (ATF)  is  an  OCR  form  which  contains  information  extracted 
from  the  enlistment  contract  and  transfer/assignment  to  active  duty 
orders.  The  ATF  is  completed  and  processed  to  establish  the  com¬ 
puter  record.  The  G-l  Manpower  Management  Inf ormatioiL  System 
(GIMMIS)  consists  of  models  and  processes  within  MMS  These 
models  and  processes  support  manpower  planners  and  programmers 
to  optimize  assignments  to  unaccompanied  overseas  tours,  predict 
enlisted  population  by  grade  and  military  occupational  specialty 
(MOS)  and  to  test  various  policies  related  to  unrestricted  officer 
promotion  planning. 

Authority  for  maintenance  of  the  system:  Title-  37  U  S  Code/Title  10 
U  S  Code  Sections  3031  and  3201. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  and  Marine  Corps  commands,  activities  and  organizations  -  By 
officials  and  employees  of  the  Marine  Corps  in  the  execution  of  their 
official  duties  with  regard  to  the  administration  and  management  of 
Marine  Corps  personnel  assets. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  •  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Federal,  State  and  Local  Government  Agencies  -  By  officials  and 
employeees  of  federal,  state  and  local  government  through  official 
request  for  information  with  respect  to  law  enforcement,  investigato¬ 
ry  procedures,  criminal  prosecution,  civil  court  action  and  regulatory 
order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tapes  and  disks. 

Retrievability:  Information  is  accessed  and  retrieved  by  name,  ini¬ 
tials  and  social  security  number.  Conventional  and  computerized  in¬ 
dices  are  required  to  retrieve  individual  records  from  the  system. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel  that  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  End  calendar  and  fiscal  year  ’snap-shots’  of 
the  MMS  data  base  are  maintained  indefinitely  in  magnetic  form  at 
Headquarters  Marine  Corps. 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters  Marine  Corps.  Washington,  D  C  20380 

Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  MP) 

Headquarters,  U  S  Marine  Corps 


Washington,  D  C  20380 
Telephone:  Area  Code  202/694-3144 

Information  may  also  be  obtained  from  the  Marine  Corps  Auto¬ 
mated  Services  Center  or  the  satellite  processing  activities  listed 
under  the  LOCATION  paragraph  above. 

Record  access  procedures:  Written  requests  from  individuals  should 
be  addressed  to  the  cognizant  commanding  officer  of  the  individuals 
personnel  reporting  jurisdiction  command  listed  under  the  heading 
LOCATION 

Written  request  for  information  should  contain  the  full  name  of  the 
individual,  social  security  number  and  the  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  posi¬ 
tive  personal  identification  such  as  valid  military  identification  card. 
Armed  Forces  Report  of  Transfer  or  Discharge  (DD  Form  214), 
drivers  license,  etc. 

Contesting  record  procedures:  The  rules  for  ac.ess  to  records  and 
for  contesting  contents  and  appealing  initial  determinations  by  the  in¬ 
dividual  concerned  may  be  obtained  from  the  SYSMANAGER 

Record  source  categories:  The  individual  having  administrative 
responsibility  for  the  Marine  concerned  via  an  optically  scannable 
form  which  requires  a  validating  signature. 

The  responsible  disbursing  office  via  an  optically  scannable  form 
which  requires  a  validating  signature. 

Authorized  personnel  of  Headquarters  Marine  Corps. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00004 

System  name:  Marine  Corps  Club  and  Mess  Membership 

System  location:  Decentralized  Segments  -  Custody  of  records 
maintained  by  management  personnel  or  organizations  in  which  mem¬ 
bership  is  available  in  officer  and  staff  noncommissioned  officer 
clubs. 

Categories  of  individuals  covered  by  the  system:  Officer  personnel, 
who  elect  officers  club  membership,  will  be  requested  to  provide  suf¬ 
ficient  personal  information  to  receive  club  materials,  i.e.,  club  bills, 
calendar  of  events,  etc.,  at  their  home  or  place  of  work. 

Staff  noncommissioned  officer  personnel,  who  elect  staff  noncom¬ 
missioned  officer  club  membership,  will  be  requested  to  provide  suf¬ 
ficient  personal  information  to  receive  club  materials,  i.e.,  club  bills, 
calendar  of  events,  etc.,  at  their  home  or  place  of  work. 

Categories  of  records  in  the  system:  A  nonstandardized,  locally 
produced  record  listing  name,  grade,  service  number,  military  and 
home  address,  and  duty  phone  number.  Some  dependent  information 
may  also  be  provided. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Marine  Corps  clubs  and 
mess  management  personnel  routinely  use  personal  information  for 
billing  of  customers  and  forwarding  of  club  related  informational 
material  to  its  members. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  All  information  of  a  personal  nature  is  recorded  and 
stored  in  cabinet  drawers  or  other  record  keeping  devices. 

Retrievability:  Is  by  name  and/or  service  number. 

Safeguards:  Ilnclude  normal  security  afforded  unclassified  file 
materials. 

Retention  and  disposal:  The  data  should  be  retained  so  long  as  the 
member  is  active  and  disposed  of  when  membership  is  terminated. 

System  manager(s)  and  address:  Decentralized  -  The  local  com¬ 
manding  officer  is  responsible  for  the  operation  of  clubs  aboard  his 
base/activity. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  commanding  officer  of  the  activity  having  custody  of 
the  records. 

Record  access  procedures:  Rules  of  access  may  be  obtained  from 
the  SYSMANAGER 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  system 
manager. 

Record  source  categories:  All  information  is  provided  voluntarily  by 
the  individual  applying  for  membership  in  a  club. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
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MMN00005 

System  name:  Manne  Corps  Education  Program  Applicant/Participant 
Information  File 

System  location:  The  Commandant  of  the  Marine  Corps.  Headquar¬ 
ters,  U  S  Marine  Corps,  Washington.  D  C  20380 
Categories  of  individuals  covered  by  the  system:  Marine  Corps  Per¬ 
sonnel  who  have  submitted  written  applications  for  participation  in 
full-time  education  programs 

Categories  of  records  in  the  system:  File  contains  copies  of  in¬ 
dividual's  application  for  partici-  pation  in  an  education  program;  co¬ 
pies  of  correspondence  between  Headquarters,  U  S  Marine  Corps 
(Code  MTES)  and  (1)  the  individual  applicant.  (2)  Headquarters,  U  S 
Marine  Corps  Staff  Agencies,  and  (3)  academic  institutions;  copies  of. 
academic  transcripts;  academic  evaluations  for  participation  in  a  pro¬ 
gram;  education  selection  board  results;  and  miscellaneous  academic 
records  and  correspondence. 

Authority  for  maintenance  of  the  system:  Title  5,  V  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  and  Marine  Corps  commands,  activities  and  organizations  -  By 
officials  and  employees  of  the  Manne  Corps  in  matters  relating  to 
their  assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 
The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
•  the  Office  of  the  Attorney  Genera)  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name 
Safeguards:  Records  are  maintained  in  file  cabinets  in  working 
areas.  Only  authorized  personnel  have  access.  During  non-working 
hours  rooms  are  locked. 

Retention  and  disposal:  Records  are  maintained  indefinitely. 

System  managers)  and  address:  Commandant  of  the  Marine  Cotps, 
Headquarters  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Coips  (Code  MTES) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-2109 
Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps  (Code  MT),  Headquar¬ 
ters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Written  requests  for  information  should  contain  name  of  the  in¬ 
dividual,  current  address  and  telephone  number,  and  the  academic 
program  originally  requested  or  in  which  participated. 

For  personal  visits,  the  individual  should  provide  identification. 
Contesting  record  procedures:  rules  for  access  to  records  and  for 
contesting  contents  by  the  individual  concerned  may  be  obtained 
from  the  SYSMANAGER 

Record  source  categories:  Application  and  related  documents  in¬ 
cluding  correspondence  from  the  individual  requesting  and  education 
program;  correspon-  dence  origination  in  the  Educational  Services 
Branch  or  other  Headquarters  Marine  Corps  Staff  Agencies; 
academic  transcripts  from  educational  institutions;  and  educational 
selection  board  results. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00006 

System  name:  Marine  Corps  Military  Personnel  Records  (OQR/SRB) 
System  location:  PRIMARY  SYSTEM  -  The  Commandant  of  the 
Manne  Corps,  Headquarters,  Marine  Corps,  Washington,  D  C  20380 


Decentralized  Segments  -  Custody  of  the  commanding  officer  of 
the  organization  to  which  the  Manne  officer  or  enlisted  individual  is 
assigned  for  duty  or  administration  of  official  records  (OQR/SRB). 

Decentralized  Segments  -  National  Personnel  Records  Center,  9700 
Page  Blvd.,  St.  Louis,  Missouri  63132 

Categories  of  individuals  covered  by  the  system:  Headquarters,  U  S 
Marine  Corps  official  military  personnel  records  on  Marine  officers 
consist  of  a  copy  of  the  appointment  acceptance  and  record  and  all 
supporting  documents  furnished  by  the  officer  and  generated  by 
Marine  Corps  procurement  procedures  necessary'  to  evaluate  the  in¬ 
dividual  for  a  commission  in  the  Marine  Corps  or  Marine  Corps 
Reserve.  The  system  comprises  non-automated  records  reflecting  in¬ 
formation  pertaining  to  a  Marine  officer's  identification,  personal  his¬ 
tory,  marital  and  dependency  status,  education,  aptitude  testing, 
training,  previous  employment,  records  of  civil  offenses  and  arrests, 
appraisals  of  performance  and  potential,  awards,  duty  assignments, 
military  orders,  security  clearances,  promotion  warrants,  official 
photographs,  official  correspondence,  physical  examinations, 
psychiatric  evaluations,  record  of  courts  martial  and  other  disciplina¬ 
ry  matters,  and  other  data  needed  in  managing  the  officer  personnel 
of  the  Marine  Corps  and  Marine  Corps  Reserve. 

Headquarters,  U  S  Manne  Corps  official  military  personnel 
records  on  enlisted  Marines  consist  of  a  duplicate  enlistment  contract 
or  induction  record  and  all  supporting  documents  furnished  by  the 
enlisted.  Marine  or  generated  by  the  Marine  Corps  recruiting 
procedures  necessary  to  evaluate  and  approve  the  Marine  for  enlist¬ 
ment  in  the  Marine  Corps  or  Marine  Corps  Reserve.  The  system 
comprises  non-automated  records  reflecting  information  pertaining  to 
an  enlisted  Marine's  identification,  personal  history,  martial  and  de¬ 
pendency  status,  education,  aptitude  testing,  training,  previous  em¬ 
ployment,  records  of  civil  offenses  and  arrests,  appraisals  of  per¬ 
formance  and  potential,  awards,  duty  assignments,  military  orders, 
security  clearances,  promotion  warrants,  official  photogtaphs,  official 
correspondence,  physical  examinations,  psychiatric  evaluations, 
record  of  courts-martial  and  other  disciplinary  matters,  and  other 
data  needed  in  managing  the  enlisted  personnel  of  the  Marine  Corps 
and  Marine  Corps  Reserve. 

Officer  Qualification  Record  (OQR)  is  a  field  record  of  a  Marine 
Officer  which  accompanies  the  officer  throughout  the  various  assign¬ 
ments  of  service  with  the  Marine  Corps  or  Marine  Corps  Reserve. 
Maintenance  and  custody  of  the  OQR  rests  with  the  commanding  of¬ 
ficer  of  the  organization  to  which  the  Marine  officer  is  assigned  for 
duty  or  administration  of  records.  This  record  consists  of  the  original 
appointment  acceptance  and  record  and  non-automated  records 
reflecting  information  pertaining  to  the  officer’s  identification, 
marital  and  dependency  status,  education,  aptitude  testing,  training, 
awards,  chronological  duty  assignments,  military  orders  and 
memoranda,  security  clearance,  promotions,  official  photographs,  of¬ 
ficial  correspondence,  prior  separation  documents  (DD  Form  214), 
leave  and  earnings  statements,  periodic  print-outs  of  automated 
record  contents,  records  of  courts-martial  and  other  disciplinary  mat¬ 
ters  and  any  local  orders  or  memoranda  necessary  for  utilization  of 
the  Marine  officer's  background  and  experience  in  accomplishing  the 
mission  of  the  command. 

Enlisted  Service  Record  Book  (SRB)  is  a  field  record  of  an  en¬ 
listed  Marine  which  accompanies  the  enlisted  Marine  throughout  the 
various  assignments  of  service  with  the  Marine  Corps  or  Marine 
Corps  Reserve,  maintenance  and  custody  of  the  SRB  rests  with  the 
commanding  officer  of  the  organization  to  which  the  enlisted  Marine 
is  assigned  for  duty  or  administration  of  records.  This  record  consists 
of  the  original  enlistment  contract  or  record  of  induction  and  non-au¬ 
tomated  records  furnished  by  the  enlisted  Marine  or  the  recruiting 
procedures  in  effecting  the  enlistment  or  induction  of  the  Marine. 
This  record  reflects  information  pertaining  to  the  Marine’s  identifica¬ 
tion,  marital  and  dependency  status,  education,  aptitude  testing, 
training,  awards,  chronological  duty  assignments  duty  and  conduct 
evaluations,  security  clearance,  promotions,  official  photographs,  of¬ 
ficial  correspondence,  prior  separation  documents  (DD  Form  214), 
Leave  and  Earnings  statements,  periodic  print-outs  of  automated 
record  content,  courts-martial  and  other  disciplinary  matters,  any 
other  local  military  orders  or  memoranda  necessary  for  the  utilization 
of  the  Marine’s  background  and  experience  in  accomplishing  the  mis¬ 
sion  of  the  command. 

Categories  of  records  in  the  system:  Headquarters,  U  S  Marine 
Corps  Orders,  Official  Military  Personnel  Records  on  Marine  Officer 
and  Enlisted  are  retained  and  maintained  at  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380  from  ac¬ 
ceptance/enlistment/induction  to  complete  severance  from  the  Marine 
Corps  Reserve  by  retirement  or  discharge. 
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OQR/SRB’s  are  retained  and  maintained  by  the  commanding  of¬ 
ficer  of  the  Marine  Corps  or  Marine  Corps  Reserve  field  command  to 
which  the  Marine  is  assigned. 

Authority  for  maintenance  of  the  system:  Title  10,  U  S  Code  S201 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Marine  Corps  and  Marine  Corps  Reserve  in  the  performance  of 
their  official  duties  relating  to  management  of  personnel  resources; 
screening  and  Selection  for  promotion,  training  and  educational  pro¬ 
grams;  administration  of  appeals,  grievances,  discipline,  litigations 
and  investigations  adjucation  of  claims,  benefits  and  entitlements;  ad¬ 
ministration  and  management  of  retirement  and  veterans  affairs  pro¬ 
grams. 

Officials  and  employees  of  other  components  of  DoD  in  the  per¬ 
formance  of  their  official  duties  relating  to  screening  and  selection  of 
members  for  interservice  transfer;  procedures  for  appeals  for  cor¬ 
rection  of  service  records;  reviews  of  discharges  from  the  service; 
physical  evaluations;  research  analyses;  litigations  and  investigations; 
clemency  and  awards  reviews  and  evaluations. 

By  representatives  of  the  Civil  Service  Commission  in  connection 
with  evaluation  of  prospective  federal  employees. 

By  court  order  in  connection  with  matters  before  a  federal,  state 
or  municipal  court. 

By  the  Comptroller  General  or  his  representatives  in  the  course  of 
the  performance  of  duties  relating  to  decisions  or  procedures  by  the 
General  Accounting  Office  on  manpower  management  programs. 

By  agents  of  the  Federal  Bureau  of  Investigation,  Secret  Service 
and  office  of  Naval  Intelligence  in  connection  with  matters  under  the 
jurisdiction  of  these  investigative  bodies  upon  presentation  of  cre¬ 
dentials. 

By  private  organization  under  government  contract  to  perform  ran¬ 
dom  analytical  research  into  specific  aspects  of  military  personnel 
management  and  administrative  procedures. 

By  investigative,  security  and  law  enforcement  agents  of  federal 
agencies  who  have  submitted  written  requests  for  access  to  Marine 
Corps  military  personnel  records  with  justification  thereof  as  pertain¬ 
ing  to  the  conduct  of  government  business  under  their  respective  ju¬ 
risdictions  and  providing  the  names  of  specified  agents  having  a  need 
for  such  access. 

By  state  and  county  law  enforcement  bodies  processing  applica¬ 
tions  for  employment,  when  applicant  have  given  written  authoriza¬ 
tion  for  access  to  respective  military  personnel  records. 

By  officials  and  employees  of  the  National  Personnel  Records 
Center,  9700  Page  Boulevard,  St.  Louis,  Missouri  63132  acting  as 
agent  for  HQMC  in  storage  and  processing  of  Marine  Corps  main¬ 
tained  by  that  center. 

By  a  Marine  or  former  Marine  or  such  individual(s)  designated  by 
him/her  in  writing  for  whatever  purpose  access  to  or  release  of  their 
respective  records  is  desired. 

By  the  White  House,  Secretary  of  Defense,  Secretary  of  the  Navy, 
and  members  of  Congress  in  response  to  inquiries  regarding  in¬ 
dividual  Marines. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  in  open  shelf  filing  equipment 

Retrievability:  The  records  maintained  at  Headquarters  Marine 
Corps  (all  active  and  reserve  officer  records,  all  temporary  disability 
retired  records,  all  active  and  organized  reserve  and  Fleet  Marine 
Corps  reserve  enlisted  records  of  personnel  joined/transferred  to 
these  components  subsequent  to  30  June  1974,  all  former  Comman¬ 
dants,  all  living  retired  officer  (who  served  in  a  General  Officer 
grade,  records  of  all  personnel  separated/retired  four  month  s  or  less) 
are  retrieved  by  Social  Security  Number  (SSN)  and  name.  Except  for 
OQRs  add  SRBs  of  participating  members,  all  other  categories  of 
Marine  Corps  military  personnel  records  are  maintained  at  the  Na¬ 
tional  Personnel  Records  center,  St.  Louis,  Missouri.  Those  retired  to 
St.  Louis  prior  to  i  January  1964  and/or  those  with  military  service 
numbers  (MSN)  below  1800000  are  retrieved  by  MSN  and  name.  All 
other  Marine  Corps  records  retired  to  St.  Louis  are  accessed  by 
MSN  and/or  SSN,  name  and  are  assigned  a  Registry  Number.  These 
records  are  retrieved  by  Registry  Number. 

Safeguards:  Buildings  employs  security  guards,  records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened  cleared  and  trained. 

Retention  and  disposal:  Records  are  permanent.  Records  main¬ 
tained  at  Headquarters  Marine  Corps  transferred  to  the  National  Per¬ 
sonnel  Records  Center,  9700  Page  Boulevard,  St.  Louis,  Missouri 
63132  four  months  after  separation,  placement  on  the  Permanent  Dis¬ 
ability  Retired  List,  retirement,  retirement  from  Fleet  Marine  Corps 


Reserve,  death  of  an  officer  who  served  in  a  General  Officer  grade 
and  former  Marines  no  longer  considered  of  newsworth  status. 

System  manager! s)  and  address:  Commandant  of  the  Marine  Corps, 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure:  Correspondence  pertaining  to  records  main¬ 
tained  by  Headquarters,  U  S  Marine  Corps  should  be  addressed  to: 
Commandant  of  the  Marine  Corps  (Code  MS) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-1043 
Correspondence  pertaining  to  records  maintained  by  National  Per¬ 
sonnel  Records  Center  should  be  addressed  to: 

Director,  National  Personnel  Records  Center 
9700  Page  Boulevard 
St.  Louis,  Missouri  63132 
Telephone:  Area  Code  314/268-7155 
Correspondence  pertaining  to  OQR  and  SRB  records  maintained 
by  the  respective  commanding  officers  should  be  addressed  to  the 
command  concerned  are  as  shown  in  the  Standard  Navy  Distribution 
List  -  Part  1  (OPNAV  P09B3-107) 

Correspondence  should  contain  the  full  name,  Sbcial  Security 
Number  and  signature  of  the  requester.  The  individual  may  visit  any 
of  the  above  activities  for  review  of  records.  Proof  of  identification 
may  consist  of  his  active,  reserve  or  retired  identification  card,  his 
Armed  Forces  Report  of  Transfer  or  Discharge  (DD  Form  214),  his 
discharge  certificate,  his  drivers  license  or  by  providing  such  other 
data  sufficient  to  insure  that  the  individual  is  the  subject  of  the 
inquiry. 

Record  access  procedures:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  MS) 

Headquarters,  U  S  Marine  Corps 
Columbia  Pike  &  Arlington  Ridge  Road 
Arlington,  Virginia  20380 
Telephone:  Area  Code  202/694-1043 
Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Staff  agencies  and  subdivisions  of 
Headquarters,  U  S  Marine  Corps 
Marine  Corps  commands  and  organizations 
other  agencies  of  federal,  state,  and  local  governments 
Medical  reports 

Correspondence  from  financial  and  other  commercial  enterprises 
Correspondence  and  records  of  educational  institutions 
Correspondence  of  private  citizens  addressed  directly  to  the 
Marine  Corps  or  via  the  U  S  Congress  and  other  agencies 
Investigations  to  determine  suitability  for  enlistment,  security 
clearances,  and  special  assignments 

Investigations  related  to  disciplinary  proceedings 
Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00007 

System  name:  Marine  Corps  Motion  Picture/Instructional  Television 
(ITV)  Archives 

System  location:  Motion  Picture  and  TV  Archives,  Marine  Corps 
Development  and  Education  Command,  Quantico,  Virginia 
Categories  of  individuals  covered  by  the  system:  Personnel  who  have 
been  photographed  while  participating  in  Marine  Corps  related 
events. 

Categories  of  records  in  the  system:  The  archives  contains  motion 
picture  photography  and  videotape  footage  documenting  Marine 
Corps  related  events. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Material  contained  in  the 
archives  is  used  for  Marine  Corps  reports,  education  programs, 
public  information,  training  programs,  recruiting  purposes,  and  for 
general  release  to  the  public.  Material  is  available  to  other  DOD  and 
Federal  agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Films  and  videotapes  are  stored  on  film  racks  in  film 
vaults.  i 

Retrievability:  Personnel  identified  in  the  films  and  videotapes  are 
listed  alphabetically  in  an  index  system. 
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Safeguards:  Film  vaults  are  locked  when  not  in  use.  Only 
authorized  personnel  have  access.  During  non-working  hours,  rooms 
and  buildings  containing  the  films  and  videotapes  are  locked. 

Retention  and  disposal:  Films  and  videotapes  are  maintained  in¬ 
definitely. 

System  managers)  and  address:  Commandant  of  the  Marine  Corps, 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  MTAV) 

Headquarters,  U.  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/433-3027 
Record  access  procedures:  Requests  should  be  addressed  to:  Com¬ 
mandant  of  the  Marine  Corps  (Code  MTAV),  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380 
Written  requests  should  contain  full  name  of  the  individual,  current 
address  and  telephone  number. 

For  personal  visits,  the  individual  concerned  should  con-  tact  the 
Head  Audiovisual  Branch,  Training  and  Education  Division  (Code 
MTAV),  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380, 
Telephone:  Area  Code:  202-433-2616 
Contesting  record  procedures:  Rules  for  access  to  records  and  for 
contesting  contents  by  the  individual  concerned  may  be  obtained 
from  the  SYSMANAGER 

Record  source  categories:  Material  within  the  archives  is  from 
Marine  Corps  Field  Motion  Picture  and  ITV  Facilities. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00008 

System  name:  Marine  Corps  Still  Photographic  Archives 
System  location:  Audio-Visual  Branch,  Training  and  Education 
Division,  Manpower  Department  (Code  MTAV),  Headquarters,  U  S 
Marine  Corps,  Building  159E,  Washington  Navy  Yard,  Washington, 
DC  20380 

Categories  of  individuals  covered  by  the  system:  Personnel  who  have 
been  photographed  while  participating  in  Marine  Corps  related 
events. 

Categories  of  records  in  the  system:  The  \rchives  contains  docu¬ 
mentary  photography  of  Marine  Corps  related  events. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Material  contained  in  the 
archives  is  used  for  Marine  Corps  reports,  education  programs, 
manuals,  public  infor-  mation,  training  programs,  recruiting  purposes, 
and  for  general  release  to  the  public.  Material  is  available  to  other 
DOD  and  Federal  agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Photographic  records  are  maintained  in  large  Dibold  file 
machines. 

Retrievability:  Personnel  identified  in  the  photographic  records  are 
listed  alphabetically  in  an  index  system. 

Safeguards:  Photographic  records  are  maintained  in  large  Dibold 
file  machines  which  are  locked  when  not  in  use.  Only  authorized  per¬ 
sonnel  have  access.  During  non-working  hours,  rooms  containing  the 
records  are  locked. 

Retention  and  disposal:  A  25-year  archives  is  maintained.  Older 
records  are  trans-  ferred  to  the  National  Archives,  Washington,  D  C 
System  manage r(s)  and  address:  Commandant  of  the  Marine  Corps, 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  MTAV) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/433-3027 
Record  access  procedures:  Requests  should  be  addressed  to:  Com¬ 
mandant  of  the  Marine  Corps  (Code  MTAV),  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380 
Written  requests  should  contain  full  name  of  the  individual,  current 
address  and  telephone  number. 

For  personal  visits  the  individual  should  proceed  to:  Washington 
Navy  Yard,  Building  159E,  Washington,  D  C 
Contesting  record  procedures:  Rules  for  access  to  records  and  for 
contesting  contents  by  the  individual  concerned  may  be  obtained 
from  the  SYSMANAGER 


Record  source  categories:  All  material  within  the  archives  is  from 
either  Marine  Corps  Field  Photographic  Facilities  of  from  Private 
donations. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00009 

System  name:  Military  Police  Information  System  (MILPINS) 

System  location:  Automated  Services  Center,  Marine  Corps  Base, 
Camp  Pendleton,  California  92055 
Categories  of  individuals  covered  by  the  system:  Files  contain  infor¬ 
mation  concerning  both  military  personnel  and  civilians  who  have 
come  in  contact  with  the  Military  Police  as  Victims,  Suspects,  or 
Witnesses  to  incidents,  complaints  reported  to  the  Provost  Marshal, 
Marine  Corps  Base,  Camp  Pendleton. 

Categories  of  records  in  the  system:  Incident/Complaints  reported  to 
the  Base  Provost  Marshal  and  all  subjects  listed  on  Field  Inter¬ 
views/Reports  by  the  Military  Police. 

Authority  for  maintenance  of  the  system:  Chapter  5,  6  and  7  of  the 
Manual  for  Courts-Martial  and  Title  10  of  the  U  S  Code 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  and  Marine  Corps  commands,  activities  and  organizations  -  By 
officials  and  employees  of  the  Marine  Corps  in  connection  with  their 
assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representative  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Computer  magnetic  tapes 

Retrievability:  Filed  by  full  name  or  social  security  account  number 
(SSAN) 

Safeguards:  Records  are  maintained  in  area  accessible  only  to 
authorized  personnel  that  are  properly  screened,  cleared  and  trained. 
Files  can  only  be  retrieved  by  the  Director  or  Assistant  Director,  Au¬ 
tomated  Services  Center  by  utilizing  an  assigned  code  number. 
Retention  and  disposal:  2  years  and  then  purged 
System  manager(s)  and  address:  Provost  Marshal  Marine  Corps 
Base  Camp  Pendleton,  California,  92055 
Notification  procedure:  Information  may  be  obtained  from: 

Provost  Marshal 
Marine  Corps  Base 
Camp  Pendleton,  California  92055 
Telephone  Area  Code  714-725-5001 
Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Provost  Marshal,  Marine  Corps  Base,  Camp  Pendleton, 
California  92055 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual’s  Social  Security  Account  Number,  Date  and  Place  of 
Birth. 

For  visits,  the  individual  should  report  to  Provost  Marshal,  Marine 
Corps  Base,  Camp  Pendleton  92055 
Contesting  record  procedures:  The  rules  for  contesting  contents  and 
appealing  initial  determinations  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Military  Police  Blotters  and  Field  Inter¬ 
view  Cards. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00010 

System  name:  Personal  Affairs  Branch  Working  Files 
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System  location:  Personal  Affairs  Branch  (Code  MSPA),  Personnel 
Services  Division,  Manpower  Department,  Headquarters  Marine 
Corps,  Washington,  D  C  20380 

Categories  of  Individuals  covered  by  the  system:  Members  and 
former  members  of  the  Marine  Corps  and  Marine  Corps  Reserve; 
permanently  and  temporarily  retired  members  of  the  Marine  Corps 
and  Marine  Corps  Reserve;  members  of  the  Fleet  Marine  Corps 
Reserve;  Federal  civil  service  employees  of  the  Marine  Corps;  and 
dependents,  survivors  or  appointed  agents  of  the  foregoing.  Some  in¬ 
formation  about  dependents  and  other  members  of  families  of  former 
families  of  Marine  Corps  personnel  may  be  included  in  files  pertain¬ 
ing  to  the  Marine.  Inquiries  from  the  general  public,  whether  ad¬ 
dressed  directly  to  HQMC  or  received  via  a  third  party,  may  be 
retained  together  with  information  obtained  in  the  course  of  complet¬ 
ing  required  action  or  in  preparing  a  response. 

Categories  of  records  in  the  system:  Files  contain  information  per¬ 
taining  to  identification;  prior  service;  location  and  addresses; 
decedent  affairs;  military  honors  at  funerals;  recovery  of  remains; 
casualty  notification;  condolence  letters  to  next  of  kin;  transporta¬ 
tion,  passports  and  visas  for  next  of  kin  of  casualties  medically  war¬ 
ranted  overseas;  missing  persons;  prisoners  of  war;  reserve  disability 
benefits;  casualty  statistics;  certification  of  eligibility  for  award  of 
Purple  Heart  Medal;  death  benefits  and  annuity  payments;  official  re¬ 
ports  of  casualty;  certification  of  life  insurance  coverage;  investiga¬ 
tive  reports;  travel  of  dependents;  reports  and  death  certificates  sub¬ 
stantiating  casualty  status;  intelligence  reports  concerning  missing 
and  captured  members;  prior  and  present  martial  status;  dissolution 
of  prior  marriages;  birth,  marriage  and  death  certificates;  adoption  of 
children;  financial  responsibilities;  child  support;  claims  of  non-sup¬ 
port;  personal  health  and  welfare  reports;  alien  marriages;  conduct 
and  personal  history  as  it  pertains  to  marriage  and  its  responsibilities; 
medical  information;  garnishment  of  pay;  powers  of  attorney;  per¬ 
sonal  financial  records;  police  and  fire  reports;  records  of  emergency 
data;  medical  care;  use  of  exchanges,  commissaries  and  theatres; 
recovery  of  invalid  dependent  identification  and  privilege  cards;  cor¬ 
rection  of  naval  records;  defense  related  employment;  veterans 
rights,  benefits  and  privileges;  Survivor  Benefit  Plan;  preseparation 
counseling;  civil  readjustment;  Retired  Serviceman’s  Financial  Pro¬ 
tection  Plan;  residence;  basic  allowance  for  quarters;  leave  and 
liberty;  financial  assistance;  extensions  of  emergency  leave;  in  ser¬ 
vice  FHA  mortgage  insurance  loans;  reimbursement  for  damage  to  or 
loss  of  personal  property;  transportation  of  household  goods;  claims 
against  commercial  carriers,  insurers,  and  contractors;  dependent 
identification  and  privilege  cards;  official  correspondence  (includes 
correspondence  with  Marine  Corps  commands  and  oiganizations, 
other  Armed  Services,  the  White  House,  members  of  Congress,  De¬ 
partment  of  Defense,  and  other  agencies  of  federal,  state  and  local 
governments);  other  correspondence  (including  correspondence  from 
Marines,  their  families,  attorneys,  doctors,  lawyers,  clergymen,  ad¬ 
ministrators/executors/  guardians  of  estates,  American  Red  Cross 
and  other  welfare  agencies  and  the  general  public,  whether  addressed 
directly  to  the  Marine  Corps  or  via  third  parties;  internal  routing  and 
processing  of  personal  affairs  matters;  and  records  of  interviews  and 
telephonic  conversations. 

Authority  for  maintenance  of  the  system:  10  U  S  C  1071-1087,  1441- 
1455,  1475-1488,  2771,  6148a,  b  and  d;  31  U  S  C  240-243;  37  U  S  C 
401  and  551,  ei  seq  38  U  S  C  765-770,  2021-2026;  42  U  S  C  659;  50  U 
SC  1436  and  EO  11016. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  facilitate  administration 
of  programs  concerning  the  personal  welfare  of  Marines  and  their  de¬ 
pendents  and/or  survivors  to  include  decedent  affairs;  casualty  re¬ 
porting  and  notification  of  next  of  kin;  transportation  of  household 
goods;  travel  of  dependents;  missing  and  captured  personnel;  reserve 
disability  benefits;  casualty  statistics;  death  benefits  and  annuity  pay¬ 
ments;  official  reports  of  casualty;  determination  of  dependency 
status  for  the  purpose  of  travel,  basic  allowance  for  quarters  and 
Uniformed  Services  Identification  and  Pirvilege  Card  entitlement;  the 
grantin  of  privileges  for  medical  care,  use  of  commissaries, 
exchanges  and  theaters;  issuance  and  recovery  of  identification 
cards;  correction  of  naval  records;  garnishment  of  pay;  defense  re¬ 
lated  employment;  veterans  rights,  benefits  and  privileges;  adjudica¬ 
tion  of  claims  against  the  Government;  support  of  dependents;  per¬ 
sonal  affairs,  welfare  and  family  assistance;  preseparation  counseling 
and  civil  readjustment. 

To  facilitate  preparation  and  maintain  a  record  of  responses  to 
inquiries  and  other  communications  from  staff  sections  within 
Headquarters  Marine  Corps;  Marine  Corps  commands  and  organiza¬ 
tions;  other  Armed  Services;  the  White  House,  members  of  Con¬ 
gress;  Department  of  Defense;  other  agencies  of  federal,  state  and 


local  governments;  Marines,  their  families,  attorneys,  doctors, 
lawyers,  clergymen,  administrators/  executors/guardians  of  estates; 
American  Red  Cross,  and  other  welfare  agencies  and  the  general 
public. 

To  provide  a  record  of  decisions  and  actions  taken 

By  officials  and  employees  of  the  Marine  Corps  and  Marine  Corps 
Reserve  in  the  performance  of  their  official  duties  in  the  administra¬ 
tion  of  programs  relating  to  the  personal  affairs  matters  cited  above. 

By  officials  and  employees  of  the  Department  of  the  Navy,  De¬ 
partment  of  Defense,  and  other  Government  agencies  in  the  per¬ 
formance  of  their  official  duties  related  to  the  determination  of  entit¬ 
lement  to  compensations  annuities,  government  insurance,  and  other 
rights,  benefits  and  privileges. 

By  Government  agencies  or  private  oiganizations  under  Govern¬ 
ment  contract  to  perform  analytical  and  historical  research  pertaining 
to  casualties. 

By' intelligence  and  other  Government  agencies  assisting  in  the  in¬ 
vestigation  of  circumstances  of  casualty  and  in  accounting  for  per¬ 
sonnel  who  are  deceased  (body  not  recovered),  missing,  captured,  or 
detained. 

By  Marines,  former  Marines,  their  next  of  kin  (in  cases  of  death 
only),  or  persons  or  organizations  designated  by  them  in  writing  for 
whatever  purpose  access  to  the  record  is  desired. 

Information  obtained,  developed,  or  processed  by  the  Personal  Af¬ 
fairs  Branch  in  performing  functions  related  to  this  record  system 
may  be  entered  into  the  Marine  Corps  Manpower  Management 
System  and  the  Marine  Corps  Military  Personnel  Record  System. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  Tile  folders,  vertical  strip  files, 
microfiche  and  card  files  stored  in  filing  cabinets,  shelves,  tables  and 
desks. 

Retrievability:  Files  are  accessed  and  retrieved  by  subject  matter 
and  by  individual.  Identification  of  individual  is  by  name  or  social 
security  account  number. 

Safeguards:  Building  is  located  in  controlled  access  area  with 
security  guards  on  24  hour  duty.  Access  to  information  contained  in 
the  files  is  limited  to  officials  and  employees  of  Headquarters,  U  S 
Marine  Corps  acting  in  their  official  capacity  upon  demonstration  of 
a  need  to  know. 

Retention  and  disposal:  Files  are  retained  for  differing  lengths  of 
time,  depending  upon  the  purpose  of  the  information  contained 
therein.  Death  benefit  data  are  retained  for  five  years  and  then 
destroyed;  records  of  emergency  daa  are  retained  until  the  Marine’s 
death  or  separation  from  active  duty  or  the  active  reserves;  Depart¬ 
ment  of  Defense  Reports  of  Casualty  are  retained  for  such  period  as 
deemed  necessary,  and  then  transferred  to  the  Historical  Division, 
Headquarters  Marine  Corps;  casualty  statistics  and  rosters,  and 
statistical  reports  are  retained  for  such  period  as  deemed  necessary 
and  then  transferred  to  Historical  Dividion,  Headquarters  Marine 
Corps  or  destroyed  as  deemed  appropriate;  missing  and  captured  per¬ 
sonnel  data  and  unusual  miscellaneous  casualty  topic  data  are 
retained  for  such  period  as  deemed  necessary  and  then  destroyed; 
files  concerning  depencency  determination  are  retained  for  one  year 
and  then  destroyed;  card  files  concerning  veterans  rights,  benefits 
and  privileges  are  retained  indefinitely  or  until  the  member  and  all 
eligible  survivors  are  deceased;  files  concerning  correction  of  naval 
records  are  destroyed  upon  completion  of  action;  files  regarding  ad¬ 
judication  of  claims  against  the  Government  are  retained  for  6 
months  and  then  destroyed;  files  containing  information  which  could 
be  considered  to  be  of  a  derogatory  nature  are  disposed  of  as 
directed  by  competent  authority;  all  other  files  are  retained  for  three 
years  and  then  destroyed. 

System  managers)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure:  Correspondence  pertaining  to  files  main¬ 
tained  should  be  addressed  to: 

Commandant  of  the  Marine  Corps  (Code  MSPA) 

Henderson  Hall,  Building  4,  Room  105 
Arlington,  Virginia  22214 
Telephone:  Area  Code  202/694-2371 

Correspondence  should  contain  the  full  name,  social  security  ac¬ 
count  number  and  signature  of  the  requestor.  The  individual  may 
visit  the  above  location  for  review  of  files.  Proof  of  identification 
may  consist  of  the  active,  reserve,  retired  or  dependent  identification 
card,  the  Armed  Forces  Report  of  Transfer  or  Discharge  (DD-214), 
discharge  certificate,  driver’s  license,  social  security  card,  or  by 
providing  such  other  data  sufficient  to  ensure  the  individual  is  the 
subject  of  the  inquiry. 

Record  access  procedures:  Information  may  be  obtained  from: 


FEDERAL  REGISTER  VOL  40,  NO.  160 -MONDAY,  AUGUST  18,  1975 


35876 


DEPARTMENT  OF  DEFENSE 


Commandant  of  the  Marine  Corps  (Code  MSPA) 

Headquarters,  U  S  Marine  Corps 
Henderson  Hall,  Building  4,  Rm  10S 
Arlington,  Virginia  22214 
Telephone:  Area  Code  202/694-2371 
Contesting  record  procedures:  The  agency’s  rules  for  access  to  files 
and  for  contesting  and  appealing  initial  determination  by  the  in¬ 
dividual  concerned  may  be  obtained  from  the  SYSMANAGER 
Record  source  categories:  Marine  Corps  Manpower  Management 
System 

Joint  Uniform  Military  Pay  System 

Marine  Corps  Military  Personnel  Records  System 

Marine  Corps  Deserter  Inquiry  File 

Staff  Agencies  and  subdivisions  of  Headquarters  Marine  Corps 

Marine  Corps  commands  and  organizations 

Other  agencies  of  federal,  state,  and  local  governments 

Educational  institutions 

Medical  reports  and  psychiatric  evaluations 

Financial  institutions  and  other  commercial  enterprises 

Civil  courts  and  law  enforcement  agencies 

Correspondence  and  telephone  calls  from  private  citizens  initiated 
directly  to  the  Marine  Corps  or  via  the  U  S  Congress  and  other  agen¬ 
cies. 

Investigative  Reports 

American  Red  Cross  and  similar  welfare  agencies 
Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN0Q011 

Svstem  name:  Source  Data  Automated  Fitness  Report  System 
(SDAFRS) 

System  location:  Personnel  Management  Division,  Manpower  De¬ 
partment,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Categories  of  individuals  covered  by  the  system:  Former,  present 
and  future  U  S  Marine  Corps  active  duty  and  organized  Reserve 
Commissioned  and  Non-Commissioned  Officers  in  the  rank  of  Serge¬ 
ant  and  above. 

Categories  of  records  in  the  system:  System  contains  automated 
records  created  through  optical  scan  of  Marine  Corps  Fitness  Re¬ 
ports,  which  are  evaluations  of  duties  performed  and  the  manner  of 
such  performance.  Fitness  reports  represent  a  comprehensive  por¬ 
trayal  of  the  professional  qualifications,  personal  traits  and  charac¬ 
teristics  and  individual  potential.  Fitness  reports  include  narrative 
comments,  numerical  grading  and  comparison  with  those  peers  rated 
by  the  commanding  officer  or  other  reporting  senior  of  the  individual 
addressed.  Fitness  reports  contain  personal  identification  such  as 
name,  rank,  social  security  number,  location  and  number  of  depen¬ 
dents,  etc.  in  addition  to  individual  evaluation  data. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  -  By  officials  and  employees  of  the  Marine  Corps  in  the  per¬ 
formance  of  their  official  duties  related  to  the  management  of  Marine 
Corps  personnel  through  screening  and  selection  of  individuals  for 
promotion,  duty  assignment,  career  counseling  and  the  administration 
of  the  personnel  management  system. 

Marine  Corps  Commands  -To  allow  commanders  to  identify  skills 
and  experience  of  Marines  due  to  report  for  duty  with  the  commands 
during  the  forthcoming  fiscal  year. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties 
in  connection  with  military  personnel  management,  appeals  and  litiga¬ 
tions  related  thereto. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  propoerly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  committee  or  subcommittee  thereof,  any  joint 
committee  of  Congress  or  subcommittee  or  joint  committee  on  mat¬ 
ters  within  their  jurisdiction  requiring  disclosure  of  the  files  of  the 
fitness  report  system. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps  Manpower  Management  System. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  original  of  fitness  report  is  exposed  to  SDAFRS 
scanning  and  then  transferred  to  the  personnel  file  jacket  of  the  in¬ 
dividual  concerned  and  stored  within  the  Marine  Corps  Military  Per¬ 
sonnel  Records  Sysem. 

Automated  records  are  stored  on  magnetic  tape 
Retrievability:  Paper  original  of  fitness  report  is  accessed  by  a 
combination  of  last  name  and  social  security  number. 

Automated  records  (magnetic  tapes)  are  accessed  by  social  security 
number. 

Safeguards:  Building  housing  computer  employs  24  hour  security 
guards.  Access  to  terminal  is  limited  to  authorized  personnel  on  a 
need-  to-know  basis.  Distribution  of  printouts  of  information  from 
the  system  is  restricted  to  authorized  persons  in  the  performance  of 
their  assigned  duties  and  destroyed  after  use. 

Retention  and  disposal:  Records,  both  paper  and  tape,  are  per¬ 
manent.  Paper  records  are  stored  in  the  Marine  Corps  Military  Per¬ 
sonnel  Records  System.  Tape  records  are  removed  from  the  active 
file  to  a  historical  file  for  retention  according  to  appropriate  magnetic 
record  retention  policies. 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  MM) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-3122 
Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps  (Code  MM), 
Headquarters,  U  S  Marine  Corps,  Washington,  D.  C.  20380 
Written  requests  for  information  should  contain  the  individual's 
name,  social  security  number,  signature  and  the  dates  covered  by  the 
report(s)  in  question. 

Personal  visits  may  be  made  to  Manpower  Department,  Headquar¬ 
ters,  U  S  Marine  Corps,  Federal  Office  Building  2,  Washington,  D  C 
20380.  For  personal  visits  the  individual  should  be  able  to  provide 
personnel  identification  to  include  valid  military  identification  or  two 
valid  civilian  items  of  identification  such  as  driver’s  license,  social 
security  card,  medicare  card,  etc. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  contest¬ 
ing  contents  and  appealing  initial  determinations  may  be  obtained 
from  the  Commandant  of  the  Marine  Corps  (Code  M),  Headquarters, 
U  S  Marine  Corps,  Washington,  D  C  20380 
Record  source  categories:  Each  officer  and  noncommissioned  of¬ 
ficer  in  the  rank  of  sergeant  and  above  provides  the  personal  infor¬ 
mation  on  the  fitness  report  form.  The  form  is  then  submitted  to  the 
commanding  officer  or  immediate  superior  (reporting  senior)  for 
completion  of  the  evaluation  portion  of  the  form  and  fowarding  to 
Headquarters  Marine  Corps,  Washington,  D  C  20380 
Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00012 

System  name:  Unit  Diaries/Unit  Transaction  Registers 
System  location:  Headquarters,  U  S  Marine  Corps,  Department  of 
the  Navy,  Washington,  D  C  20380 
Categories  of  individuals  covered  by  the  system:  All  active  duty  and 
organized  reserve  members  of  the  U  S  Marine  Corps 
Categories  of  records  in  the  system:  The  Unit  Diary  is  the  machine 
scannable  reporting  document  used  to  report  events  and  occurrences 
of  units,  personnel  actions  and  data  relative  to  individuals  assigned  to 
a  reporting  unit  of  the  Marine  Corps  and  the  organized  Marine  Corps 
Reserve,  which  documents  become  the  input  source  for  automated 
personnel  accounting  and  pay  systems. 

The  Unit  Transaction  Register  is  a  monthly,  abbreviated, 
microfilmed  recapitulation  of  Unit  Diary  transactions  by  individual, 
by  oiganization  taken  from  the  automated  source.  Information 
recorded  in  the  system  includes  such  information  as  to  and  from 
leave,  to  and  from  hospital,  change  in  military  occupational  specialty, 
promotions,  joinings,  transfers,  separations,  temporary  additional 
duty,  injuries,  confinements,  releases  from  active  duty,  discharges, 
unauthorized  absences  and  numerous  other  personnel  and  disbursing 
transactions. 

Authority  for  maintenance  of  the  system:  Title  10,  U  S  Code,  Sec¬ 
tion  5201 /Art.  0403  U  S  Navy  Regs.  (1973) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
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the  Marine  Corps  in  the  performance  of  their  official  duties  related 
to  input  information  into  the  Joint  Uniform  Military  Pay  System, 
Manpower  Mangement  System  and  Reserve  Personnel  Manpower  In¬ 
formation  System;  adjudication  of  claims,  benefits  and  entitlements; 
disbursement  of  funds;  litigations;  investigations;  and  historical 
research. 

Archivist  of  the  United  States  as  a  permanent  history  of  Marine 
Corps  organizations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  in  open-shelf  filing  equipment 
for  two  years  after  which  recorded  on  microfilm  and  maintained  in 
microfilm  cabinets  located  in  occupied  or  locked  areas. 

Retrievability:  Filed  and  microfilmed  by  Reporting  Unit  Code  by 
date  of  transaction  and  by  name  and  social  security  number  of 
respective  Marines. 

Safeguards:  Building  employs  secuity  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  permanent.  Unit  Diaries  are 
maintained  in  hard-copy  form  for  a  period  of  two  years,  after  which 
they  are  recorded  on  microfilm.  The  microfilm  negatives  are  retired 
to  the  Archives  of  the  United  States  for  permanent  retention. 
Microfilm  copies  are  retained  for  official  Marine  Corps  use. 

System  managers)  and  address:  Commandant  of  the  Marine  Corps 
(Code  MS),  Headquarters,  U  S  Marine  Corps,  Washington,  D  C 
20380 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps,  Headquarters,  U  S 
Marine  Corps  Washington,  D  C  20380.  The  letter  should  contain  the 
full  name,  social  security  number  and  signature  of  the  requester.  The 
individual  may  visit  Headquarters,  U  S  Marine  Corps,  Columbia  Pike 
and  Arlington  Ridge  Road,  Arlington,  Virginia,  room  1206.  Proof  of 
identification  may  consist  of  his  active,  reserve  or  retired  identifica¬ 
tion  card,  his  Armed  Forces  Report  of  Transfer  or  Discharge  (DD 
214),  his  discharge  certificate,  his  driver’s  license  or  by  providing 
such  other  data  sufficient  to  insure  that  the  individual  is  the  subject 
of  the  inquiry. 

Record  access  procedures:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  MS) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-1043 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Marine  Corps  commands  and  organiza¬ 
tions 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
MMN00013 

System  name:  Working  Files,  Personnel  Management  Division,  Man¬ 
power  Department,  Headquarters  Marine  Corps 

System  location:  Headquarters,  U  S  Marine  Corps,  Washington,  D 
C  20380 

Categories  of  individuals  covered  by  the  system:  Members  of  the  U 
S  Marine  Corps  and  Marine  Corps  Reserve;  former  members  of  the 
Marine  Corps  and  Marine  Corps  Reserve;  retired  and  temporarily 
retired  members  of  the  Marine  Corps  and  Marine  Corps  Reserve; 
members  of  the  Fleet  Marine  Corps  Reserve;  and  applicants  for 
entry  into  the  Marine  Corps  or  Marine  Corps  Reserve. 

Military  personnel,  federal  employees,  and  dependents  who  apply 
through  the  Marine  Corps  for  no-fee  passports  for  official  travel  to 
countries  requiring  a  passport. 

Dependents  of  Marines  and  other  family  members  with  respect  to 
matters  pertaining  to  the  individual  Marine,  former  Marine  or  appli¬ 
cant. 

Categories  of  records  in  the  system:  File  contains  informaton  per¬ 
taining  to  identification,  recruitiment,  enlistment,  commissioning, 
prior  service,  civilian  employment,  letters  of  reference,  education, 
training,  qualifications,  intelligence  and  aptitude  testing,  classifica¬ 
tion,  assignment,  location  addresses,  promotions,  reductions  in  rank, 
proficiency,  conduct,  performance  of  duty,  discipline,  offenses  and 
punishments  under  the  Uniform  Code  of  Military  Conduct,  courts- 
martial,  personal  history,  investigations,  security  clearances,  police 
and  court  records,  civil  arrests  and  convictions,  birth  and  marriage 


certificates,  divorce  and  other  decrees,  financial  responsibility  and 
letters  of  indebtedness,  marital  status,  dependents,  families’  citizen¬ 
ships,  passports  and  visas,  travel  and  travel  orders,  leave  records, 
transportation  of  dependents  and  household  goods,  pay  records, 
claims  against  the  government,  decorations  and  awards,  commenda¬ 
tions,  medical  records  to  include  psychiatric  evaluations,  disability 
proceedings,  separation  and  retirement,  official  correspondence 
(includes  internal  Marine  Corps  and  Department  of  the  Navy  cor¬ 
respondence,  as  well  as  correspondence  with  the  Executive,  Legisla¬ 
tive,  and  Judicial  Branches  of  federal,  state  and  local  government) 
and  other  correspondence  (includes  correspondence  from  Marines, 
their  dependents  and  families,  attorneys,  doctors,  educators,  cler¬ 
gymen  and  members  of  the  general  public  whether  addressed  directly 
to  the  Marine  Corps  or  via  third  parties,  (president,  congressmen, 
etc.). 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Personnel  Management 
Division,  Manpower  Department,  Headquarters  Marine  Corps  -  To 
facilitate  personnel  management  actions  and  decisions  related  to 
recruitment,  enlistment,  commissioning,  testing,  training,  classifica¬ 
tion,  assignment,  transfer  (including  humanitarian),  travel  order  is¬ 
suance,  passport  application,  promotion,  reenlistment,  retention  on 
active  duty,  augmentation  from  reserve  to  regular  status,  recovery  of 
absentees  and  deserters,  investigations,  correction  of  records,  depen¬ 
dency,  status,  disability  proceedings,  separation  (including  hardship 
discharge),  transfer  to  the  Fleet  Marine  Corps  Reserve  and  retire¬ 
ment. 

Marine  Corps  Commands  -  By  officials  and  employees  of  the 
Marine  Corps  in  the  execution  of  their  official  duties  related  to  per¬ 
sonnel  management  actions  and  decisions  in  support  of  pursuit  of  ac¬ 
tions  cited  for  the  Personnel  Management  Division  above.  Such  ac¬ 
tions  can  include  administration  of  requests,  appeals,  grievances, 
discipline  and  litigations;  administration  of  benefits  and  entitlements; 
management  and  administration  of  retirement  and  veteran’s  affairs 
programs;  responses  to  inquiries  and  correspondence;  and  the  coun¬ 
seling  of  individual  Marines  regarding  such  matters  as  their  per¬ 
formance  records  and  career  opportunites. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties 
in  connection  with  military  personnel  management,  appeals  and  litiga¬ 
tions  related  thereto. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  the  Attorney  General  in  connection  with  litigation,  law  en¬ 
forcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  committee  or  subcommittee  thereof,  any  joint 
committee  of  Congress  of  subcommittee  or  joint  committee  on  mat¬ 
ters  within  their  jurisdiction  requiring  disclosure  of  the  files  of  the 
system. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps  Manpower  Management  System. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  files  as  represented  by  card  files,  strip  files, 
microfiche  computer  printouts  from  the  Manpower  Management 
System  or  the  Joint  Uniform  Military  Pay  System  and  file  folders. 
Files  are  stored  in  filing  cabinets,  on  shelves  and  on  tables  in  con¬ 
trolled  access  areas. 

Retrievability:  Files  are  accessed  and  retrieved  by  subject  and  by 
the  name  and  social  security  number. 

Safeguards:  Buildings  where  files  are  stored  and  maintained  em¬ 
ploys  24  hour  security  guards.  Records  are  further  stored  in  areas  of 
controlled  access  and  handled  by  personnel  with  a  need-to-know 
basis  in  the  execution  of  their  official  duties. 

Retention  and  disposal:  Files  are  retained  for  differing  lengths  of 
time,  depending  upon  the  purpose  of  the  information  contained 
therein.  Promotion  data  is  retained  three  years,  then  transferred  to 
Historical  Division,  Headquarters  Marine  Corps.  Passport  data  is 
retained  six  years,  then  destroyed.  Enlisted  assignment  data  is 
retained  two  years,  then  destroyed.  Certain  officer  assignment  data  is 
destroyed  when  the  officer  is  released  from  active  duty.  Disability 
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retirement  data  is  retained  two  years  from  the  date  of  removal  of  the 
individual  from  the  Temporarily  Disability  Retirement  List,  then 
destroyed.  Retirement  correspondence  is  retained  for  one  year  fol¬ 
lowing  individual’s  retirement.  Retirement  files  are  retained  until  the 
individual’s  death.  All  other  files  are  retained  three  years,  then 
destroyed. 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  MM) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-3122 

Record  access  procedures:  Requests  from  individual's  may  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps  (Code  MM), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  his  social  security  number  or  former  military  ser¬ 
vice  number.  The  following  information  will  also  be  helpful  in  locat¬ 
ing  some  records:  military  rank  and  occupational  specialty,  dates  and 
places  of  service,  and  any  special  correspondence  previously 
received  or  sent. 

For  personel  visits,  the  individual  may  visit  the  Personnnel 
Management  Division,  Headquarters,  U  S  Marine  Corps,  Federal  Of¬ 
fice  Building  2,  Washington,  D  C  20380 

For  personal  visits,  the  individual  should  be  able  to  provide  per¬ 
sonal  identification  to  include  valid  military  or  dependent  identifica¬ 
tion  card  or  two  valid  civilian  items  of  identification  such  as  drivers 
license,  social  security  card,  medicare  card,  etc. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  contest¬ 
ing  contents  and  appealing  initial  determinations  may  be  obtained 
from  Commandant  of  the  the  Marine  Corps  (Code  M),  Headquarters, 
U  S  Marine  Coips,  Washington,  D  C  20380 

Record  source  categories:  Information  in  the  system  is  obtained 
from  the  Marine  Corps  Manpower  Management  System;  the  Joint 
Uniform  Military  Pay  System;  Marine  Corps  Military  Personnel 
Records  to  include  the  Service  Record  Book  and  Officer  Qualifica¬ 
tion  Record;  Military  Medical  Records;  Marine  Corps  Deserter 
Inquiry  File;  staff  elements  and  subdivisions  of  Headquarters  Marine 
Corps;  Marine  Corps  field  commands,  organizations,  and  activities; 
other  components  of  the  Department  of  Defense;  agencies  of  federal, 
state,  and  local  government,  to  include:  civil  courts  and  law  enforce¬ 
ment,  previous  employers;  financial  institutions  and  commercial  en¬ 
terprises;  educational  institutions;  private  citizens  provided  as 
character  references  by  the  individual;  investigations  related  to 
disciplinary  proceedings;  and  correspondence  of  private  citizens  ad¬ 
dressed  directly  to  the  Marine  Corps  or  via  thud  parties  such  as 
members  of  Congress  and  other  governmental  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
MRS00001 

System  name:  Reserve  Personnel  Management  Information  System 
(REPMIS) 

System  location:  Primary  System  -  Marine  Corps  Automated  Ser¬ 
vices  Center,  1500  East  Bannister  Road,  Kansas  City,  Missouri  64131 

Decentralized  Segments  -  Input  to  the  system  is  limited  to  the  unit 
diary  submission  of  the  Marine  Corps  Reserve  unit  to  which  the  in¬ 
dividual  is  assigned  for  administration.  Output  from  the  system  is 
available  at  the  following  locations:  Department  of  Defense, 
Headquarters  Marine  Corps,  4th  Marine  Division,  4th  Marine  Air¬ 
craft  Wing,  the  sixth  Marine  Corps  District  Headquarters  and  the 
Marine  Corps  Reserve  unit  to  which  the  individual  is  assigned.  Ad¬ 
dresses  of  each  Distribution  List  (OPNAV-09B3-107). 

Categories  of  individuals  covered  by  the  system:  Marine  Corps 
Reservists  in  the  Selected,  Individual  Ready,  Standby,  and  Fleet 
Marine  Corps  Reserve  categories. 

Categories  of  records  in  the  system:  File  contains  the  master  person¬ 
nel  records  to  include  personal  identification,  education,  training, 
military  occupational  specialties,  contractual  agreements,  and  other 
data  required  for  effective  personnel  management  and  administration. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S  Marine 
Corps  and  Marine  Corps  commands,  activities  and  organizations  •  By 
officials  and  employees  of  the  Marine  Corps  in  the  execution  of  their 
official  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties. 


The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  as  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Courts  •  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  or  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  is  contained  on  magnetic  tapes  and  discs. 

Retrievability:  Information  is  retrieved  by  social  security  number 

Safeguards:  Records  are  maintained  in  facilities  accessible  only  to 
authorized  personnel  that  are  properly  screened,  and  trained. 

Retention  and  disposal:  Records  are  retained  for  six  months  after 
separation  of  the  individual  Marine  reservist.  After  six  months, 
records  are  transferred  to  Federal  Records  Center  for  historical  re¬ 
tention. 

System  managers)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  RES) 

Headquarters,  U  S  Marine  Corps 
Federal  Office  Building  2 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-1842 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  The  Commandant  of  the  Marine  Corps  (Code  RES), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C.  20380 

Written  requests  for  information  should  contain  the  individual’s 
full  name,  social  security  number  and  signature. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  such  as  military  identification  card,  driver’s 
license  or  other  type  of  identification  bearing  picture  and  signature  to 
insure  the  individual  is  the  subject  of  the  inquiry. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  contest¬ 
ing  contents  and  appealing  initial  determinations  may  be  obtained 
from  the  SYSMANAGER 

Record  source  categories:  The  individual  having  administrative 
responsibility  for  the  Marine. 

The  Marine  Corps  Reserve  Forces  Administrative  Activity. 

Authorized  personnel  of  Headquarters  Marine  Corps. 

Systems  interface  with  active  force  joint  uniform  military  pay 
system/manpower  management  system. 

Educational  Institutions. 

Systems  exempted  from  certain  provisions  of  the  act:  None 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  com¬ 
ponent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order  is¬ 
sued  pursuant  thereto,  the  relevant  records  in  the  system  of  records 
may  be  referred,  as  a  routine  use,  to  the  appropriate  agency,  whether 
federal,  state,  local  or  foreign,  charged  with  the  responsibility  of  in¬ 
vestigating  or  prosecuting  such  violation  or  charged  with  enforcing  or 
implementing  the  statute,  rule,  regulation  or  order  issued  pursuant 
thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN  REQUESTING  INFOR¬ 
MATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  information 
or  other  pertinent  information,  such  as  current  licenses,  if  necessary 
to  obtain  information  relevant  to  a  component  decision  concerning 
the  hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  letting  jf  a  contract,  or  the  issuance  of  a  license,  gran¬ 
tor  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED  INFORMA¬ 
TION 
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A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee,  the  letting  of  acontract,  or  the  issuance  of  a  license,  grant,  or 
other  benefit  by  the  requesting  agency,  to  the  extent  that  the  infor¬ 
mation  is  relevant  and  necessary  to  the  requesting  agency’s  decision 
on  die  matter. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF  DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  Depart¬ 
ment  of  Defense  if  necessary  and  relevant  for  the  performance  of  a 
lawful  function  such  as,  but  not  limited  to,  personnel  actions,  person¬ 
nel  security  actions  and  criminal  investigations  of  the  Component 
requesting  the  record. 

N00011  C01 

System  name:  Correspondence  files 

System  location:  Organizational  elements  of  the  Department  of  the 
Navy  as  listed  in  the  directory  of  Department  of  the  Navy  activities. 

Categories  of  individuals  covered  by  the  system:  These  are  files  kept 
by  subject,  name  of  correspondent  (Congressman,  contractor,  other 
member  of  public,  etc.,)  or  name  of  recipient. 

Categories  of  records  in  the  system:  Incoming  and  outgoing  cor¬ 
respondence  and  related  material. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  ’follow-up’  on 
previous  correspondence,  for  reference  purposes,  to  assure  con¬ 
sistency  of  policy,  and  for  other  official  Navy  business. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability:  Name,  SSAN,  Case  Number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only.  Locked 
and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  manager^)  and  address:  Commanding  officer  of  the  activity 
in  question.  See  directory  of  Department  of  the  Navy  mailing  ad¬ 
dresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity,  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N0001I  C02 

System  name:  Vehicle  Control  System 

System  location:  Organizational  elements  of  th  Department  of  the 
Navy  as  listed  in  the  directory  of  Department  of  the  Navy  activities. 

Categories  of  individuals  covered  by  the  system:  AU  individuals  that 
have  vehicles  registered  at  a  particular  Navy  installation;  and  all  in¬ 
dividuals  who  apply  for  Government  Motor  Vehicle  Operator’s 
License. 

Categories  of  records  in  the  system:  Alphabetical  file  of  each  in¬ 
dividual  who  have  vehicles  registered  or  who  have  applied  for  a 
Government  Motor  Vehicle  Operator’s  License.  Files  kept  by  month, 
individual’s  name,  date  of  birth,  SSN,  height,  weight,  hair  and  eye 
color,  place  of  employment,  driving  record,  license  number,  etc. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  a  car  pool  locator, 
vehicle  registration,  parking  control  system,  insurance  verification 
system  to  verify  issue  of  license  when  individual  has  lost  his  or  her 
operator’s  card,  and  may  be  referred  to  by  security  or  safety  officials 
to  determine  individual’s  previous  driving  record. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability:  Name,  SSAN,  Case  number,  organization. 


Safeguards:  Access  provided  on  a  need  to  know  basis  only.  Locked 
and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  manager(s)  and  address:  Commanding  officer  of  the  activity 
in  question.  See  directory  of  Department  of  the  Navy  mailing  ad¬ 
dresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity,  investigators  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00011  C03 

System  name:  Special  Membership  Listing  of  the  Organizational 
Recreation  Association 

System  location:  Organizational  elements  of  the  Department  of  the 
Navy  as  listed  in  the  directory  of  Department  of  the  Navy  activities. 

Categories  of  individuals  covered  by  the  system:  This  file  records 
the  name  of  all  members  who  join  the  particular  ship  or  activity 
recreation  association.  Also  crossfiled  by  number  of  membership 
card. 

Categories  of  records  in  the  system:  This  record  lists  the  names,  in¬ 
ternal  codes,  room  and  telephone  numbers  of  each  membership  card 
and  dates  purchased. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  indicate  income  from 
sale  of  membership  cards;  to  provide  an  audit  trial  for  the  auditors; 
and  to  confirm  membership,  upon  request. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability:  Name,  SSAN.  Case  number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only.  Locked 
and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  manager(s)  and  address:  Commanding  officer  of  the  activity 
in  question.  See  directory  of  Department  of  the  Navy  mailing  ad¬ 
dresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual  concern,  other  records  of  the 
activity,  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N 000 11  C04 

System  name:  Organization  Locator  and  Social  Roster 

System  location:  Organizational  elements  of  the  Department  of  the 
Navy  as  listed  in  the  directory  of  Department  of  the  Navy  activities. 

Categories  of  individuals  covered  by  the  system:  All  military  and 
civilian  personnel  employed  at  a  particular  Navy  ship  or  activity. 

Categories  of  records  in  the  system:  File  cards  or  strips  kept  for  all 
military  and/or  civilian  personnel  located  at  an  individual  Navy  ship 
or  activity. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  locating  individuals  on 
routine  and  emergency  matters.  Often  used  for  mail  distribution,  for 
forwarding  addresses,  and  as  a  recall  list.  Also,  may  be  used  as  a  so¬ 
cial  roster  for  social  reference  for  various  official  and  non-official 
functions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability:  Name,  SSAN,  Case  number,  organization. 
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Safeguards:  Access  provided  on  a  need  to  know  basis  only.  Locked 
and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  managers)  and  address:  Commanding  officer  of  the  activity 
in  question.  See  directory  of  Department  of  the  Navy  mailing  ad¬ 
dresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to  record 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity,  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N000I1  J01 

System  name:  Administrative  Personnel  Management  System 

System  location:  Organizational  elements  of  the  Department  of  the 
Navy  as  listed  in  the  directory  of  Department  of  the  Navy  activities. 

Categories  of  individuals  covered  by  the  system:  Assigned  civilians, 
military,  and  contract  employees. 

Categories  of  records  in  the  system:  Identification,  location,  routine 
and  emergency  assignments,  clearance,  educational  and  experience 
characteristics,  travel,  and  other  data  needed  for  personnel,  Une,  and 
security  management. 

Authority  for  maintenance  of  the  system:  S  USC  301  Departmental 
Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Preparation  of  rosters  and 
locators,  contact  with  appropriate  personnel  in  emergencies,  continui¬ 
ty  of  operations  planning  and  execution,  determination  of  clearance 
for  access  control,  budget  and  manpower  control,  minority  and  occu¬ 
pation  statistics,  labor  costing,  customer  billing,  watch  bill  prepara¬ 
tion,  civilian  grade  control,  and  similar  administrative  uses  requiring 
personnel  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability:  Name,  SSAN,  Case  number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only.  Locked 
and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  manager(s)  and  address:  Commanding  officer  of  the  activity 
in  question.  See  directory  of  Department  of  the  Navy  mailing  ad¬ 
dresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity,  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N000I1  J02 

System  name:  Access  control  system 

System  location:  Organizational  elements  of  the  Department  of  the 
Navy  as  listed  in  the  directory  of  Department  of  the  Navy  activities. 

Categories  of  individuals  covered  by  the  system:  Individuals  con¬ 
sidered  or  seeking  consideration  for  access  to  space  under  the  con¬ 
trol  of  the  Department  of  the  Navy. 

Categories  of  records  in  the  system:  Visit  requests  for  permission  to 
transact  commercial  business,  barring  lists  and  letters  of  exclusion, 
badge  and  pass  issuance  records. 

Authority  for  maintenance  of  the  system:  S  USC  301  Departmental 
Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Maintenance  of  all  aspects 
of  proper  access  control,  replacement  of  lost  badges,  retrieval  of 
passes  upon  separation,  maintenance  of  visitor  statistics  and 
background  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 


Storage:  Fite  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability:  Name,  SSAN,  Case  number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only.  Locked 
and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  managerfs)  and  address:  Commanding  officer  of  the  activity 
in  question.  See  directory  of  Department  of  the  Navy  mailing  ad¬ 
dresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity,  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00011  J03 

System  name:  Base  Security  Incident  System 

System  location:  Organizational  elements  of  the  Department  of  the 
Navy  as  listed  in  the  directory  of  Department  of  the  Navy  activities. 

Categories  of  individuals  covered  by  the  system:  Individuals  in¬ 
volved  in  or  witnessing  incidents  requiring  the  attention  of  base 
security  personnel. 

Categories  of  records  in  the  system:  Incident/complaint  report,  in¬ 
vestigator's  report,  witness  statement,  narcotics  report,  traffic  ac¬ 
cident  report,  traffic  violation  record,  driving  record,  traffic  court 
file,  citations  to  appear  before  U.  S.  Magistrate. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Evidence  in  Uniform 
Court  of  Military  Justice  and  Title  18  USC  1382  Proceedings; 
Criminal  investigation;  provided  to  state  or  federal  law  enforcement 
agencies  including  Naval  Investigative  Service,  Defense  Investigative 
Service,  and  Federal  Bureau  of  Investigation  for  further  criminal  in¬ 
vestigation  or  court  action;  used  by  command  legal  personnel  for 
prosecution  of  military  offenses  and  other  administrative  action;  sup¬ 
port  of  insurance  claims  and  civil  litigation,  revocation  of  base  driv¬ 
ing  privileges. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability:  Name,  SSAN,  Case  number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only.  Locked 
and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  managers)  and  address:  Commanding  officer  of  the  activity 
in  question.  See  directory  of  Department  of  the  Navy  mailing  ad¬ 
dresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity,  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N 000 11  J04 

System  name:  Weapons  Registration 

System  location:  Organizational  elements  of  the  Department  of  the 
Navy  as  listed  in  the  directory  of  Department  of  the  Navy  activities. 

Categories  of  individuals  covered  by  the  system:  Individuals  register¬ 
ing  firearms  or  other  weapons  with  station  security  officers. 

Categories  of  records  in  the  system:  Weapon  registration  records, 
weapon  permit  records. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  assure  proper  control 
of  weapons  on  Naval  installations  and  to  monitor  and  control 
purchase  and  disposition  of  weapons. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability:  Name,  SSAN,  Case  number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only.  Locked 
and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  managers)  and  address:  Commanding  officer  of  the  activity 
in  question.  See  directory  of  Department  of  the  Navy  mailing  ad¬ 
dresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual  concerned,  other  records  of 
activity,  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00011  JOS 

System  name:  Security  inspection  and  violation  system 

System  location:  Organizational  elements  of  the  Department  of  the 
Navy  as  listed  in  the  directory  of  Department  of  the  Navy  activities. 

Categories  of  individuals  covered  by  the  system:  Individuals  in¬ 
volved  in  security  violations. 

Categories  of  records  in  the  system:  Security  violation  reports, 
security  inspection  reports. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  identify  problem 
areas  in  security  indoctrination,  alert  command  management  officials 
to  areas  which  present  larger  than  normal  security  problems  and 
identify  personnel  who  are  cited  as  responsible  for  non-compliance 
with  procedures. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability:  Name,  SSAN,  Case  number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only.  Locked 
and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  managers)  and  address:  Commanding  officer  of  the  activity 
in  question.  See  directory  of  Department  of  the  Navy  mailing  ad¬ 
dresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity,  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N 000 11  J06 

System  name:  Blood  Donor  Program  Files 

System  location:  Organizational  elements  of  the  Department  of  the 
Navy  as  listed  in  the  directory  of  Department  of  the  Navy  activities. 

Categories  of  individuals  covered  by  the  system:  Personnel  donating 
blood  or  seeking  replacement  of  blood. 

Categories  of  records  in  the  system:  Blood  donation  records.  Blood 
replacement  requirement  records. 

Authority  for  maintenance  of  the  system:  3  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Emergency  blood  request 
by  blood  type,  recognition  and  identification  of  donors,  and  replace¬ 
ment  of  blood  provided  to  cover  individuals.  Records  are  available  to 
American  Red  Cross. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability:  Name,  SSAN,  Case  number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only.  Locked 
and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  managers)  and  address:  Commanding  officer  of  the  activity 
in  question.  See  directory  of  Department  of  the  Navy  mailing  ad¬ 
dresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  American  Red  Cross,  blood  donors, 
hospitals,  persons  seeking  replacement  of  blood. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00011  J07 

System  name:  Combined  Federal  Campaign 

System  location:  Organizational  elements  of  the  Department  of  the 
Navy  as  listed  in  the  directory  of  Department  of  the  Navy  activities. 

Categories  of  individuals  covered  by  the  system:  All  assigned  per¬ 
sonnel. 

Categories  of  records  in  the  system:  Extracts  from  payroll  systems 
and  administrative  personnel  management  systems.  Contributor 
cards. 

Authority  for  maintenance  of  the  system:  3  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Management  of  Combined 
Federal  Campaign.  Data  released  to  campaign  coordinators. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability:  Name,  SSAN,  Case  number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only.  Locked 
and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  manager(s)  and  address:  Commanding  officer  of  the  activity 
in  question.  See  directory  of  Department  of  the  Navy  mailing  ad¬ 
dresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Payroll  files,  administrative  personnel 
files,  contributors. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N 000 11  J08 

System  name:  Pet  Registration 

System  location:  Organizational  elements  of  the  Department  of  the 
Navy  as  listed  in  the  directory  of  Department  of  the  Navy  activities. 

Categories  of  individuals  covered  by  the  system:  Owners  of  pets 
residing  on  Naval  property. 

Categories  of  records  in  the  system:  Owner’s  name  and  pet  tag. 

Authority  for  maintenance  of  the  system:  3  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  for  registration 
of  pets  to  ensure  appropriate  innoculations  and  assist  in  the  identifi¬ 
cation  of  rightful  owners. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability:  Name,  SSAN,  Case  number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only.  Locked 
and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 
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System  managers)  and  address:  Commanding  officer  of  the  activity 
in  question.  See  directory  of  Department  of  the  Navy  mailing  ad¬ 
dresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Veterinary  records  and  statements  pro¬ 
vided  by  pet  owners. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N 000 11  J09 

System  name:  Administrative  Civilian  Personnel  Management  System 

System  location:  Organizational  elements  of  the  Department  of  the 
Navy  as  listed  in  the  directory  of  Department  of  the  Navy  activities. 

Categories  of  individuals  covered  by  the  system:  Civilian  employees, 
including  intermittents  and  consultants,  and  applicants  for  civilian 
employment. 

Categories  of  records  in  the  system:  Identification,  location,  routine 
and  emergency  assignments,  clearance,  educational  and  experience 
characteristics,  travel,  retention  group,  grade  and  series,  retirement 
category,  pending  actions,  awards,  property  custody,  personnel  ac¬ 
tion  dates,  physical  handicaps  and  health  data,  veterans  preference, 
mutual  aid  assosication  membership,  union  membership,  qualifica¬ 
tions,  and  other  data  needed  for  personnel,  line,  and  security 
management. 

Authority  for  maintenance  of  the  system:  S  USC  301  Departmental 

Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Preparation  of  rosters  and 
locators;  contact  with  appropriate  personnel  in  emergencies;  deter¬ 
mination  of  clearance  for  access  control;  budget  and  manpower  con¬ 
trol;  minority,  employment,  and  occupation  statistics;  labor  costing; 
projection  of  retirement  losses;  control  of  personnel  actions;  employ¬ 
ment  verification  to  requesting  banking,  rental,  and  credit  organiza¬ 
tions;  travel  claim  control;  name  change  location;  checklist  prior  to 
leaving  activity;  payment  of  mutual  aid  association  benefits;  em¬ 
ployee  assessment;  training  management;  qualifications  determina¬ 
tions;  and  similar  administrative  usfes  requiring  personnel  informa¬ 
tion.  Used  by  Navy  officials  who  have  need  of  the  information  in  the 
performance  of  their  duties  and  by  representatives  of  the  Civil  Ser¬ 
vice  Commission,  the  Comptroller  General,  the  General  Services  Ad¬ 
ministration,  the  Attorney  General,  labor  organizations  with  exclu¬ 
sive  recognition,  the  Senate  and  the  House  of  Representatives  and 
their  committees  and  subcommittees,  and  arbitrators  and  hearing  ex¬ 
aminers  for  grei vances  and  appeals.  In  some  cases,  contractors  are 
used  in  processing  this  data. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape, 
magnetic  disc. 

Retrievability:  Name,  SSAN,  Case  number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only.  Locked 
and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  managers)  and  address:  Commanding  officer  of  the  activity 
in  question.  See  directory  of  Department  of  the  Navy  mailing  ad¬ 
dresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual,  employment  papers,  other 
records  of  the  organization,  official  personnel  jackets,  supervisors, 
official  travel  orders,  educational  institutions,  applications. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00013  0 

System  name:  Roster,  Naval  Reserve  Law  Companies 

System  location:  Office  of  the  Judge  Advocate  General  (Code  62) 
Department  of  the  Navy,  Washington,  D.C.  20370 


Categories  of  individuals  covered  by  the  system:  Listing  of  law  pro¬ 
gram  officers  in  Naval  districts  having  cognizance  over  Reserve  af¬ 
fairs;  listing  of  Naval  Legal  Service  Offices;  listing  of  the  staff  of  the 
Director,  Naval  Reserve  Law  Programs;  listing  of  Naval  Reserve 
Law  Company  commanding  officers;  and  listing  of  members  of  the 
taw  companies. 

Categories  of  records  in  the  system:  Roster  contains  names  and  lo¬ 
cations  of  personnel  associated  with  Naval  Reserve  Law  Programs; 
names  of  members  of  law  companies,  social  security  number,  rank, 
home  and  office  addresses,  name  of  spouse,  and  telephone  numbers. 

Authority  for  maintenance  of  the  system:  10  USC  806 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  roster  is  issued  for  the 
purpose  of  facilitating  and  promoting  liaison  between  Naval  Reserve 
Law  Companies,  law  program  officers,  the  Director,  Naval  Reserve 
Law  Programs,  and  lus  staff,  and  the  Navy’s  legal  assistance  pro¬ 
gram.  It  is  an  essential  publication  for  use  by  legal  assistance  officers 
throughout  the  Navy.  It  apprises  Naval  Reserve  officers  of  the  loca¬ 
tions  of  Reserve  units  in  order  that  they  may  participate  in  the 
Reserve  Law  Programs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders 

Retrievability:  By  names  of  members  and  location  of  Reserve 
units. 

Safeguards:  Records  are  available  only  to  authorized  persons  hav¬ 
ing  a  need  to  know.  Records  are  retained  in  a  room  which  is  locked 
upon  the  close  of  business,  and  which  has  the  protection  of  security 
guards. 

Retention  and  disposal:  Rosters  are  retained  for  approximately  two 
years  and  destroyed  when  a  new  edition  is  published. 

System  managers)  and  address:  Deputy  Assistant  Judge  Advocate 
General  (Reserve  Personnel)  Department  of  the  Navy,  Washington, 
D.C.  20370 

Notification  procedure:  Information  may  be  obtained  from  the 
SYSMANAGER 

Record  access  procedures:  Requests  should  be  addressed  to  the 
SYSMANAGER 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Information  is  received  from  Reserve  of¬ 
ficers  who  participate  in  the  Naval  Reserve  Law  Programs. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00013R 

System  name:  JAG  Corps  Officer  Personnel  Information 

System  location:  Office  of  the  Judge  Advocate  General  (Code  61), 
Navy  Department,  Washington,  D.C.  20370 

Categories  of  individuals  covered  by  the  system:  Active  Duty  Of¬ 
ficers  in  the  Judge  Advocate  General’s  Corps,  Active  Duty  Officers 
in  the  Law  Education  and  Excess  Leave  Programs 

Categories  of  records  in  the  system:  Name,  DOB,  SSAN, 
USN/USNR,  Desig,  Rank,  State  bar  membership  and  year  admitted, 
wife’s  name.  No.  of  dependents,  lineal  listing  by  year  group,  duty  as¬ 
signment,  arrival  and  rotation  dates,  release  date  if  applicable. 

Authority  for  maintenance  of  the  system:  10  USC  3806 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  use  required  for 
personnel  management  of  Navy  JAG  Corps  personnel  as  the  Judge 
Advocate  General  is  statutorily  required  to  make  recommendation  on 
the  assignment  of  all  active  duty  JAG  Corps  officers.  Use  is  required 
to  determine  qualification  of  an  officer  to  receive  a  JAG  Corps 
designation  and  to  be  certified  as  a  trial  or  defense  counsel.  Use  is 
further  required  to  determine  the  rotation  dates  and  release  from  ac¬ 
tive  duty  dates  of  JAG  Corps  officers  as  well  as  the  date  new  of¬ 
ficers  will  be  available  for  duty.  This  information  is  then  utilized  to 
prepare  JAG  Corps  strength  plans  for  submission  to  OPNAV.  Use  is 
also  required  to  obtain  an  officer’s  preference  for  duty  assignment  as 
well  as  eligibility  for  consideration  for  post-graduate  education  and 
overseas  assignments.  Certain  of  this  information  is  promulgated  to 
all  active-duty  JAG  Corps  officers  in  a  semi-annual  publication 
known  as  the  Directory  of  Navy  Judge  Advocates.  The  information 
is  promulgated  for  informational  purposes  so  that  officers  can  deter¬ 
mine  what  positions  (billets)  might  be  available  should  they  desire 
rotation. 
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Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Computer  strips  kept  on  a  strip  file  (wheel)  and  paper 
records  kept  in  a  folder  identified  by  the  officer's  name,  kept  in  file 
cabinets. 

Retrievability:  By  officer’s  name,  folders  are  filed  alphabetically. 

Safeguards:  Records  are  kept  within  the  JAG  Corps  personnel  of¬ 
fice.  Office  is  locked  at  close  of  business.  No  one  outside  of  JAG 
Corps  personnel  office  is  authorized  access.  Individuals  authorized 
access  are  the  officers  (5)  and  clerical  personnel  (S)  who  work  with 
these  records  on  a  daily  basis.  Buildings  employ  security  guards. 

Retention  and  disposal:  Upon  release  from  active  duty,  records  are 
kept  three  years  and  then  destroyed.  Upon  retirement  from  active 
duty,  records  are  maintained  indefinately. 

System  managers)  and  address:  Deputy  Assistant  Judge  Advocate 
General,  (Reserve  Personnel)  Navy  Department,  Washington,  D.C. 
20370 

Notification  procedure:  Information  may  be  obtained  from  the 
SYSMANAGER 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  SYSMANAGER. 

Personal  visits  may  be  made  to  the  JAG  Personnel  Office,  Room 
2433,  Navy  Annex,  Washington,  D.C.  20370. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Information  submitted  by  the  officer 
upon  his  successful  completion  of  law  school  and  admission  to  the 
bar,  orders  to  active  duty  and  subsequent  transfer  orders,  computer 
strips  provided  by  the  Bureau  of  Naval  Personnel  on  all  active  duty 
officers. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N00013  1 

System  name:  General  court-martial  records  of  trial. 

System  location:  Military  Justice  Division,  Office  of  the  Judge  Ad¬ 
vocate  General,  Navy  Department,  Washington,  D.  C.  20370. 
Records,  three  years  old  or  older,  are  stored  at  the  Federal  Records 
Center,  Suitland,  Maryland  20409. 

Categories  of  individuals  covered  by  the  system:  Active  duty  Navy 
and  Marine  Corps  personnel  tried  by  general  court-martial. 

Categories  of  records  in  the  system:  General  court-martial  records 
of  trial. 

Authority  for  maintenance  of  the  system:  10  USC  865  and  5  USC 
301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Public  Record. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders. 

Retrievability:  Files  are  kept  by  Navy  court-martial  number  and 
each  case  is  cross-referenced  by  an  index  card  which  is  filed  in 
alphabetical  order  according  to  the  last  name  of  the  individual  con¬ 
cerned. 

Safeguards:  The  file  cabinet  in  which  the  files  are  stored  is  located 
in  an  office  which  is  under  observation  during  working  hours  by  of¬ 
fice  personnel  and  is  locked  at  night.  Tl\e  office  is  located  in  a  secure 
building  which  is  surrounded  by  a  guarded  fence.  The  building  is 
guarded  24  hours  a  day,  and  admission  is  allowed  only  to  personnel 
on  official  business  and  authorized  visitors. 

Retention  and  disposal:  Records  are  maintained  in  office  for  three 
years  and  then  forwarded  to  the  Federal  Records  Center,  Suitland, 
Maryland  20409  for  storage. 

System  manager(s)  and  address:  The  Judge  Advocate  General, 
Navy  Department,  is  the  overall  policy  official  but  direct  control  is 
exercised  by  the  Deputy  Assistant  Judge  Advocate  General  (Military 
Justice).  Correspondence  to  both  may  be  addressed  to  Navy  Depart¬ 
ment,  Washington,  D.  C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
Deputy  Assistant  Judge  Advocate  General  (Military  Justice),  Office 
of  the  Judge  Advocate  General,  Navy  Department,  Washington,  D. 
C.  20370,  by  written  request  stating  full  name,  and  date  of  trial  of  the 
individual  concerned.  Personal  visits  may  be  made  to  the  Military 
Justice  Division,  Office  of  the  Judge  Advocate  General,  room  2518, 
Navy  Annex,  Arlington,  Virginia. 


Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Proceedings  by  a  general  court-martial. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00013  11 

System  name:  Determinations  on  Origins  of  Disabilities  For  Which 
Military  Members  Have  Retired 

System  location:  Office  of  the  Judge  Advocate  General  (Code  13), 
Navy  Department,  Washington,  D.C.  20370. 

Categories  of  individuals  covered  by  the  system:  Retired  or  former 
members  of  the  Navy  or  Marine  Corps  who  have  been  placed  on  the 
Temporary  Disability  Retired  List  or  Permanent  Disability  Retired 
List  and  who  have  subsequently  obtained  or  applied  for  Federal 
civilian  emp’^yment. 

Categories  of  records  in  the  system:  Requests  originated  by  in¬ 
dividuals  concerned  or  any  federal  agencies  employing  such  in¬ 
dividuals;  Bureau  of  Medicine  and  Surgery  historical  narratives  and 
opinions  concerning  the  origins  of  disabilities  of  individuals  on  whom 
determinations  have  been  requested;  copies  of  Judge  Advocate 
General  determinations;  and  related  correspondence. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  3502(a),  6303(a), 
8332(c); 

5  U.S.C.  301; 

44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  as  the 
basis  for  determinations  concerning  the  eligibility  of  individuals  of 
the  above-described  category  to  certain  benefits  connected  with 
Federal  civilian  employment  available  to  those  disabled  in  combat 
with  enemies  of  the  United  States  or  having  disabilities  caused  by  in¬ 
strumentalities  of  war  during  periods  of  war.  Determinations  are 
rendered,  upon  request,  to  any  Federal  agencies  employing  members 
who  retired  from  the  naval  service  for  disability. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  maintained  in  file  folders. 

Retrievability:  By  name  of  individual  requesting  relief. 

Safeguards:  Files  are  maintained  in  file  cabinets  under  the  im¬ 
mediate  control  of  the  Finance  Branch  secretary  in  an  office  space 
which  is  locked  when  unattended.  Office  is  located  within  a  guarded 
compound  in  which  personnel  screening  and  visitor  controls  are  in 
force  outside  normal  working  hours. 

Retention  and  disposal:  Records  are  permanent  and  are  retained  in¬ 
definitely  in  the  Office  of  the  Judge  Advocate  General. 

System  manager(s)  and  address:  Deputy  Assistant  Judge  Advocate 
General  (Administrative  Law),  Office  of  the  Judge  Advocate 
General,  Navy  Department,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  by  written 
request  to  the  SYSMANAGER  stating  the  full  name  of  the  individual 
concerned  and  the  approximate  date  on  which  relief  was  requested. 
Visits  may  be  made  to  the  Administrative  Law  Division,  Office  of 
the  Judge  Advocate  General,  room  2511,  Navy  Annex,  Arlington, 
Virginia.  Armed  Forces  identification  card  or  State  driver’s  license  is 
required  for  identification. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Employment  information  in  the  system  is 
submitted  by  the  individuals  concerned  or  the  Federal  agencies  em¬ 
ploying  them.  Medical  information  in  the  system  is  obtained  from  the 
individuals’  medical  records,  physical  evaluation  board  records,  and 
service  records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00013  12 

System  name:  Relief  of  Accountable  Personnel  From  Liability  For 
Losses  of  Public  Funds 

System  location:  Office  of  the  Judge  Advocate  General  (Code  13), 
Navy  Department,  Washington,  D.C.  20370. 
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Categories  of  individuals  covered  by  the  system:  Accountable  Navy 
and  Marine  Corps  military  and  civilian  disbursing  personnel  and  col¬ 
lection  agents  who  request  relief  from  liability  for  losses  of  public 
funds  in  their  custody. 

Categories  of  records  in  the  system:  Copies  of  requests  submitted 
by  individuals  of  the  above-stated  category  for  grant  of  relief  from 
liability,  together  with  information  voluntarily  furnished  by  the  af¬ 
fected  individuals  concerning  the  circumstances  of  losses  of  funds  in 
their  custody,  and  additional  information  derived  from  investigatory 
and  audit  reports  and  comments  of  forwarding  endorsers  concerning 
circumstances  of  losses. 

Authority  for  maintenance  of  the  system:  31  U.S.C.  95a.,  82a-l,  82a- 

2; 

5  U.S.C.  301 

44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  as  the 
basis  for  determinations  within  the  Department  of  the  Navy  and  the 
U.S.  General  Accounting  Office  as  to  whether  the  circumstances  of 
particular  losses  of  public  funds  warrant  granting  accountable  in¬ 
dividuals’  requests  for  relief  from  liability. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  maintained  in  file  folders. 

Retrievability:  By  name  of  individual  requesting  relief. 

Safeguards:  Files  are  maintained  in  file  cabinets  under  the  im¬ 
mediate  control  of  the  Finance  Branch  secretary  in  an  office  space 
which  is  locked  when  unattended.  Office  is  located  within  a  guarded 
compound  in  which  personnel  screening  and  visitor  controls  are  in 
force  outside  normal  working  hours. 

Retention  and  disposal:  Records  are  permanent  and  are  retained  in¬ 
definitely  in  the  Office  of  the  Judge  Advocate  General.  However, 
after  three  years,  name  indexes  are  destroyed,  eliminating  the  capa¬ 
bility  for  retrieval  by  the  names  of  individuals.  Thereafter,  they  are 
retrievable  only  by  topical  indexes  arranged  according  to  the  legal  is¬ 
sues  involved. 

System  manager! s)  and  address:  Deputy  Assistant  Judge  Advocate 
General  (Administrative  Law),  Office  of  the  Judge  Advocate 
General,  Navy  Department,  Washington,  D.C.  20370 

Notification  procedure:  Information  may  be  obtained  by  written 
request  to  the  SYSMANAGER  stating  the  full  name  of  the  individual 
concerned  and  the  approximate  date  on  which  releif  was  requested. 
Visits  may  be  made  to  the  Administrative  Law  Division,  Office  of 
the  Judge  Advocate  General,  room  2511,  Navy  Annex,  Arlington, 
Virgina.  Armed  Forces  identification  card  or  State  driver’s  license  is 
required  for  identification. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Information  in  the  system  is  furnished 
partly  by  the  individual  requesting  relief,  and  is  supplemented  by  re¬ 
ports  of  Department  of  the  Navy  audits  and  investigations  pertaining 
to  the  particular  losses  of  funds  involved.  Additional  amplifying  in¬ 
formation  is  typically  furnished  by  officers  forwarding  requests  to 
the  Secretary  of  the  Navy. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE. 

N 00013  13 

System  name:  Conflicts  of  interest  and  employment  activities. 

System  location:  Office  of  the  Judge  Advocate  General  (Code  13), 
Navy  Department,  Washington,  D.C.  20370. 

Categories  of  individuals  covered  by  the  system:  Active  duty, 
reserve,,  or  retired  military  personnel  and  present  and  former  civilian 
employees  of  the  Navy  or  Marine  Corps  who,  by  reason  of  their  own 
inquiries  or  inquiries  or  complaints  of  Department  of  the  Navy  or 
other  Federal  officials  or  other  appropriate  persons,  have  been  the 
subject  of  correspondence  with  the  Judge  Advocate  General  concern¬ 
ing  the  legality  of  outside  Federal,  State,  or  private  employment  or 
financial  interests,  dual  Federal  employment,  post-retirement  employ¬ 
ment,  defense  related  employment,  or  foreign  employment;  ac¬ 
ceptance  of  gifts,  gratuities,  or  benefits  from  Government  cntractors, 
foreign  governments,  or  other  sources,  or  other  possible  violations  of 
Federal  conflicts-of -interest  or  standards-of-conduct  laws  or  regula¬ 
tions. 


Categories  of  records  in  the  system:  Correspondence  from,  to,  or 
concerning,  individuals  of  the  abovestated  category  regarding  thier 
current,  past,  or  prospective  outside  Federal,  State,  or  private  em¬ 
ployment;  defense-related  employment;  post-retirement  employment; 
foreign  employment;  dual  Federal  employment;  acceptance  of  gifts, 
gratuities,  or  benefits  from  Government  contractors,  foreign  govern¬ 
ments,  or  other  questionable  sources;  or  other  possible  violations  of 
conflicts-of-interest  or  standard-of-conduct  laws  or  regulations.  Addi¬ 
tionally,  such  records  sometimes  include  copies  of  statements  of  em¬ 
ployment  submitted  by  retired  military  personnel  to  the  Navy 
Finance  Center  and  referred  to  the  Judge  Advocate  General  for 
review  and  further  action,  and  copies  of  investigative  reports  con¬ 
cerning  suspected  violations  of  pertinent  laws  or  regulations. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  3326,  5532;  10 
U.S.C.  973,  974,  1032,  6223; 

18  U.S.C.  202,  203,  205,  207,  209,  219,  281,  283; 

37  U.S.C.  801 ; 

U.S.  Const.,  Art.  I,  9,  cl  8; 

5  U.S.C.  301; 

44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  as  the 
basis  for  advisory  opinions  on  the  legality  of  employment  activities, 
financial  interests,  and  the  related  conflicts-of-interest  and  standards- 
of-conduct  questions  described  above.  Information  may  be  furnished 
to  other  components  of  the  Department  of  Defense,  the  U.S.  General 
Accounting  Office,  the  Department  of  Justice,  and  the  Civil  Service 
Commission  in  instances  of  suspected  violations  of  pertinent  laws  or 
regulations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  maintained  in  file  folders. 

Retrievability:  By  name  of  individual  requesting  relief. 

Safeguards:  Files  are  maintained  in  file  cabinets  under  the  im¬ 
mediate  control  of  the  Finance  Branch  secretary  in  an  office  space 
which  is  locked  when  unattended.  Office  is  located  within  a  guarded 
compound  in  which  personnel  screening  and  visitor  controls  are  in 
force  outside  normal  working  hours. 

Retention  and  disposal:  Records  are  permanent  and  are  retained  in¬ 
definitely  in  the  Office  of  the  Judge  Advocate  General.  However, 
after  five  years,  name  indexes  are  destroyed,  eliminating  the  capabili¬ 
ty  for  retrieval  by  the  names  of  individuals.  Thereafter,  they  are 
retrievable  only  by  topical  indexes  arranged  according  to  the  legal  is¬ 
sues  involved. 

System  manager(s)  and  address:  Deputy  Assistant  Judge  Advocate 
General  (Administrative  Law),  Office  of  the  Judge  Advocate 
General,  Navy  Department,  Washington,  D.C.  20370 

Notification  procedure:  Information  may  be  obtained  by  written 
request  to  the  SYSMANAGER  stating  the  full  name  of  the  individual 
concerned.  Visits  may  be  made  to  the  Administrative  Law  Division, 
Office  of  the  Judge  Advocate  General,  room  2511,  Navy  Annex, 
Arlington,  Virginia.  Armed  Forces  identification  card  or  State 
driver’s  license  is  required  for  identification. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Information  in  the  system  is  furnished 
partly  by  the  individual  requesting  relief,  and  is  supplemented  by  re¬ 
ports  of  Department  of  the  Navy  audits  and  investigations  pertaining 
to  the  particular  losses  of  funds  involved.  Additional  amplifying  in¬ 
formation  is  typically  furnished  by  officers  forwarding  requests  to 
the  Secretary  of  the  Navy. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE. 

N00013  17 

System  name:  Summary  court-martial  and  non-bad  conduct  disch 
spec  court-martial-Navy  and  Marine  Corps 

System  location:  Records  are  retained  for  two  years  after  final  ac¬ 
tion  by  appropriate  officers  having  supervisory  authority  over  shore 
activities.  Records  are  retained  for  three  months  after  final  action  by 
appropriate  officers  having  supervisory  authority  over  fleet  activities, 
including  Fleet  Air  Wings  and  Fleet  Marine  Forces.  After  the  two 
years  or  three  month  retention  period,  as  appropriate,  the  records  are 
transferred  to  the  National  Personnel  Records  Center,  GSA  (Military 
Personnel  Records),  9700  Page  Boulevard,  St.  Louis,  Missouri  63132. 
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Categories  of  individuals  covered  by  the  system:  Navy  and  Marine 
Corps  enlisted  personnel  tried  by  summary  courtmartial  or  by  special 
court-martial  which  did  not  result  in  a  bad  conduct  discharge. 

Categories  of  records  in  the  system:  Summary  court-martial  and 
non-bad  conduct  discharge  special  court-martial  records  of  trial. 

Authority  for  maintenance  of  the  system:  10  U.S.C.  865,  5  U.S.C. 
301,  and  Manual  for  Courts-Martial,  1969  (rev.),  paragraph  94b. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Public  record. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders. 

Retrievability:  Type  of  court-martial,  date,  command  which  con¬ 
vened  the  court-martial,  name  of  individual  defendant,  and  command 
which  completed  the  supervisory  authority’s  action. 

Safeguards:  Records  are  maintained  in  file  cabinents  and  other 
storage  devices  inside  buildings  which  are  secured  after  regular  office 
hours. 

Retention  and  disposal:  Records  are  retained  for  two  years  after 
final  action  by  officers  having  supervisory  authority  over  shore  ac¬ 
tivities,  and  for  three  months  by  officers  having  supervisory  authori¬ 
ty  over  fleet  activities.  At  the  termination  of  the  appropriate  reten¬ 
tion  period,  records  are  forwarded  for  storage  to  the  National  Per¬ 
sonnel  Records  Center,  GSA  (Military  Personnel  Records),  9700  Page 
Boulevard,  St.  Louis,  Missouri  63132.  Records  are  destroyed  15 
years  after  final  action  has  been  taken. 

System  managers)  and  address:  Records  of  all  trials  by  courts-mar¬ 
tial  in  the  naval  service  are  under  the  overall  policy  supervision  of 
the  Judge  Advocate  General  of  the  Navy,  Department  of  the  Navy, 
Washington,  D.C.  20370.  Direct  control  is  exercised  by  the  officer 
having  supervisory  authority  over  records  in  his  possession,  and  by 
the  Deputy  Assistant  Judge  Advocate  General  (Military  Justice),  De¬ 
partment  of  the  Navy,  for  records  in  storage. 

Notification  procedure:  Information  may  be  obtained  from  the 
Deputy  Assistant  Judge  Advocate  General  (Military  Justice),  Depart¬ 
ment  of  the  Navy,  Washington,  D.C.  20370,  by  written  request  in¬ 
cluding  the  full  name  of  the  individual  concerned,  the  type  of  court- 
martial  (summary  or  special),  the  name  of  the  command  which  held 
the  court-martial,  and  the  date  of  the  court-martial  proceedings.  Per¬ 
sonal  visits  may  be  made  to  the  Military  Justice  Division,  Office  of 
the  Judge  Advocate  General,  room  2518,  Navy  Annex,  Arlington, 
Virginia. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Proceedings  of  summary  courts-martial 
and  special  courts-martial  which  did  not  result  in  a  bad  conduct 
discharge. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

✓  N 00013  2 

System  name:  Special  court-martial  resulting  in  bad  conduct  discharge 
or  concerning  commissioned  officers. 

System  location:  Military  Justice  Division,  Office  of  the  Judge  Ad¬ 
vocate  General,  Navy  Department,  Washington,  D.  C.  20370. 
Records,  three  years  old  or  older,  are  stored  at  the  Federal  Records 
Center,  Suitland,  Maryland  20409. 

Categories  of  individuals  covered  by  the  system:  Navy  and  Marine 
Corps  personnel  tried  by  special  court-martial  and  awarded  a  bad 
conduct  discharge,  and  all  Navy  and  Marine  Corps  commissioned  of¬ 
ficers  tried  by  special  court-martial. 

Categories  of  records  in  the  system:  Special  court-martial  which 
resulted  in  a  bad  conduct  discharge,  or  involving  commissioned  of¬ 
ficers. 

Authority  for  maintenance  of  the  system:  10  USC  865,  5  USC  301 
and  Manual  for  Courts-Martial,  1969  (Rev.),  paragraph  94b. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Public  Record. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders. 

Retrievability:  Files  are  kept  by  Navy  court-martial  number  and 
each  case  is  cross-referenced  by  an  index  card  which  is  filed  in 
alphabetical  order  according  to  the  last  name  of  the  individual  con¬ 
cerned. 


Safeguards:  The  file  cabinet  in  which  the  files  are  stored  is  located 
in  an  office  which  is  under  observation  during  working  hours  by  of¬ 
fice  personnel  and  is  locked  at  night.  The  office  is  located  in  a  secure 
building  which  is  surrounded  by  a  guarded  fence.  Hie  building  is 
guarded  24  hours  a  day,  and  admission  is  allowed  only  to  personnel 
on  official  business  and  authorized  visitors. 

Retention  and  disposal:  Records  are  maintained  in  office  for  three 
years  and  then  forwarded  to  the  Federal  Records  Center,  Suitland, 
Maryland  20409  for  storage. 

System  manager(s)  and  address:  The  Judge  Advocate  General, 
Navy  Department,  is  the  overall  policy  official  but  direct  control  is 
exercised  by  the  Deputy  Assistant  Judge  Advocate  General  (Military 
Justice)..  Correspondence  to  both  may  be  addressed  to  Navy  Depart¬ 
ment,  Washington,  D.  C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
Deputy  Assistant  Judge  Advocate  General  (Military  Justice),  Office 
of  the  Judge  Advocate  General,  Navy  Department,  Washington,  D. 
C.  20370,  by  written  request  stating  full  name,  and  date  of  trial  of  the 
individual  concerned.  Personal  visits  may  be  made  to  the  Military 
Justice  Division,  Office  of  the  Judge  Advocate  General,  room  2518, 
Navy  Annex,  Arlington,  Virginia. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Special  court-martial  proceedings. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE. 

N00013  3 

System  name:  Article  138  complaint  of  wrongs. 

System  location:  Military  Justice  Division,  Office  of  the  Judge  Ad¬ 
vocate  General,  Navy  Department,  Washington,  D.C.  20370.  Com¬ 
plaints,  three  years  old  or  older,  are  stored  at  the  Federal  Records 
Center,  Suitland,  Maryland  20409. 

Categories  of  individuals  covered  by  the  system:  Active  duty  Navy 
and  Marine  Corps  personnel  who  have  submitted  complaints  of 
wrong  pursuant  to  Article  138,  UCMJ,  which  have  been  forwarded  to 
the  Secretary  of  the  Navy  for  final  review  of  the  complaint  and  the 
proceedings  had  thereon. 

Categories  of  records  in  the  system:  The  complaint  and  all 
proceedings  had  thereon. 

Authority  for  maintenance  of  the  system:  Article  138,  Uniform  Code 
of  Military  Justice,  (10  U.S.C.  938). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  No  routine  use  after  com¬ 
plaint  is  resolved. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders. 

Retrievability:  Files  are  kept  in  alphabetical  order  according  to  last 
name  of  the  individual  concerned. 

Safeguards:  The  file  cabinet  in  which  the  files  are  stored  is  located 
in  an  office  which  is  under  observation  during  working  hours  by  of¬ 
fice  personnel  and  is  locked  &t  night.  The  office  is  located  in  a  secure 
building  which  is  surrounded  by  a  guarded  fence.  The  building  is 
guarded  24  hours  a  day,  and  admission  is  allowed  only  to  personnel 
on  officiel  business  and  authorized  visitors. 

Retention  and  disposal:  Complaints  are  maintained  in  office  for 
three  years  and  then  forwarded  to  the  Federal  Records  Center,  Suit- 
land,  Maryland  20409  for  storage. 

System  manager(s)  and  address:  The  Judge  Advocate  General, 
Navy.  Department,  is  the  overall  policy  official  but  direct  control  is 
exercised  by  the  Deputy  Assistant  Judge  Advocate  General  (Military 
Justice).  Correspondence  to  both  may  be  addressed  to  Navy  Depart¬ 
ment,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
Deputy  Assistant  Judge  Advocate  General  (Military  Justice),  Office 
of  the  Judge  Advocate  General,  Navy  Department,  Washington,  D.C. 
20370.  Information  may  be  obtained  by  written  request  to  the  Judge 
Advocate  General  stating  full  name  and  the  approximate  date  the 
complaint  was  submitted  for  review  if  known.  Personal  visits  may  be 
made  to  the  Military  Justice  Division,  Office  of  the  Judge  Advocate 
General,  room  2518,  Navy  Annex,  Arlington,  Virginia.  Individuals 
should  have  the  following  items  of  identification:  drivers  license  or 
military  identification  card. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 
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Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  The  records  are  comprised  of  the  follow¬ 
ing  source  materials:  (1)  complaint  of  wrongs;  (2)  results  of  examina¬ 
tion  into  complaint  of  wrongs  by  the  general  court-martial  authority; 
and  (3)  final  review  action  by  the  Secretary  of  the  Navy. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N00013  4 

System  name:  Article  69  petitions. 

System  location:  Military  Justice  Division,  Office  of  the  Judge  Ad¬ 
vocate  General,  Navy  Department,  Washington,  D.C.  20370.  Petitions 
three  years  old  or  older  are  stored  at  the  Federal  Records  Center, 
Suitland,  Maryland  20409. 

Categories  of  individuals  covered  by  the  system:  Navy  and  Marine 
Coijps  personnel  who  were  tried  by  courts-martial  which  were  not 
reviewed  by  the  Navy  Court  of  Military  Review  and  when  such  ser¬ 
vice  member  has  petitioned  the  Judge  Advocate  General  pursuant  to 
Article  69,  Uniform  Code  of  Military  Justice,  for  review. 

Categories  of  records  in  the  system:  Files  contain  individual  service 
member’s  petition  together  with  all  forwarding  endorsements  and 
copy  of  action  taken  by  the  Judge  Advocate  General  with  supporting 
memorandum. 

Authority  for  maintenance  of  the  system:  Article  69,  Uniform  Code 
of  Military  Justice  (10  USC  869). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Public  record. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders. 

Retrievability:  Records  sue  maintained  in  chronological  calendar 
order  with  alphabetical  cross-referencing  system. 

Safeguards:  The  file  cabinet  in  which  the  files  are  stored  is  located 
in  an  office  which  is  under  observation  during  working  hours  by  of¬ 
fice  personnel  and  is  locked  at  night.  The  office  is  located  in  a  secure 
building  which  is  surrounded  by  a  guarded  fence.  The  building  is 
guarded  24  hours  a  day,  and  admission  is  allowed  only  to  personnel 
of  official  business  and  authorized  visitors. 

Retention  and  disposal:  Records  are  maintained  in  office  for  three 
years  and  then  forwarded  to  the  Federal  Records  Center,  Suitland, 
Maryland  20409  for  storage. 

System  manager(s)  and  address:  The  Judge  Advocate  General, 
Navy  Department,  if  the  overall  policy  official  but  direct  control  is 
exercised  by  the  Deputy  Assistant  Judge  Advocate  General  (Military 
Justice).  Correspondence  to  both  may  be  addressed  to  Navy  Depart¬ 
ment,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
Deputy  Assistant  Judge  Advocate  General  (Military  Justice),  Office 
of  the  Judge  Advocate  General,  Navy  Department,  Washington,  D.C. 
20370.  Information  may  be  obtained  by  written  request  to  the  Judge 
Advocate  General  stating  full  name  of  the  individual  concerned.  Per¬ 
sonal  visits  may  be  made  to  the  Military  Justice  Division,  Office  of 
the  Judge  Advocate  General,  room  2518,  Navy  Annex,  Arlington, 
Virginia.  Individuals  should  have  the  following  items  of  identifica¬ 
tion:  drivers  license  or  military  identification  card. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  The  records  are  comprised  of  the  follow¬ 
ing  source  materials:  (1)  petitions  for  relief,  (2)  forwarding  cl- orse- 
ments  thereon  by  petitioner’s  commanding  officer  and  conven¬ 
ing/supervisory  authorities  of  court-martial  (above  information  is 
omitted  if  petitioner  is  former  service  member),  and  (3)  action  of  the 
Judge  Advocate  General  on  petition. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N00013  5 

System  name:  Court-martial  statistics. 

System  location:  Magnetic  tape  held  at  Naval  Command  Systems 
Support  Activity,  Production  Code  60.1,  room  4002,  building  1%, 
Washington  Navy  Yard,  Washington,  D.C.  20360.  Source  document 
(NAVJAG  5813/1)  held  in  Promulgation  and  Statistics  Branch,  Office 
of  the  Judge  Advocate  General,  Navy  Department,  Washington,  D.C. 
20370. 


Categories  of  individuals  covered  by  the  system:  Navy  and  Marine 
Corps  personnel  tried  by  general  courts-martial  and  by  special  courts- 
martial  when  the  special  court-martial  sentence  as  finally  approved 
includes  a  punitive  discharge. 

Categories  of  records  in  the  system:  Court-martial  information  on 
special  courts-martial  if  sentence  as  finally  approved  includes  a  puni¬ 
tive  discharge  and  all  general  courts-martial  including  name,  social 
security  number,  pleas,  convening  authority  action,  supervisory 
authority  action,  and  Court  of  Military  Review jjction.  Information 
available  from  1970  to  present  only. 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provide  statistical  informa¬ 
tion  on  general  and  bad  conduct  discharge  special  courts-martial  to 
governmental,  public,  and  private  organizations  and  individuals. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape  and  source  documents  (NAVJAG  5813/1)  if 
file  folders. 

Retrievability:  Name  and  social  security  number  or  Navy  court- 
martial  number. 

Safeguards:  Tapes  stored  in  secret  vault.  Without  project  code 
number,  tape  can  neither  be  read  nor  added  to.  Only  person  who  has 
cde  number  is  Project  Code  Officer.  Source  documents  are  filed  in 
file  cabinets  which  are  located  in  an  office  which  is  under  observa¬ 
tion  during  working  hours  and  is  locked  at  night.  The  office  is 
located  in  a  secure  building  which  is  surrounded  by  a  guarded  fence. 
The  building  is  guarded  24  hours  a  day,  and  admission  is  allowed 
only  to  personnel  on  official  business  and  authorized  visitors. 

Retention  and  disposal:  Idefinite. 

System  manage r(s)  and  address:  The  Judge  Advocate  General, 
Navy  Department,  is  the  overall  policy  official  but  direct  control  is 
exercised  by  the  Assistant  to  the  Judge  Advocate  General  (Financial 
Management  and  Administration).  Correspondence  to  both  may  be 
addressed  to  Navy  Department,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
Deputy  Assistant  Judge  Advocate  General  (Military  Justice),  Office 
of  the  Judge  Advocate  General,  Navy  Department,  Washington,  D.C. 
20370.  Information  may  be  obtained  by  written  request  to  the  Judge 
Advocate  General  stating  full  name,  date  of  trial  (if  known),  date  of 
discharge  and  type  of  discharge  of  the  individual  concerned.  Personal 
visits  may  be  made  to  the  Military  Justice  Division,  Office  of  the 
Judge  Advocate  General,  room  2518,  Navy  Annex,  Arlington,  Vir¬ 
ginia.  Individuals  should  have  the  following  items  of  identification: 
drivers  license  or  military  identification  card. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Form  NAVJAG  (Navy  Judge  Advocate 
General)  5813/1. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N000I3  6 

System  name:  Ethics  file. 

System  location:  Military  Justice  Division,  Office  of  the  Judge  Ad¬ 
vocate  General,  Navy  Department,  Washington,  D.C.  20370. 

Categories  of  individuals  covered  by  the  system:  Civilian  and  milita¬ 
ry  lawyers  authorized  to  practice  before  a  court-martial  or  Navy 
Court  of  Military  Review  and  who  by  their  personal  or  professional 
conduct  have  demonstrated  that  they  are  so  lacking  in  competency, 
integrity  or  ethical  or  moral  character  as  to  be  unacceptable  as  coun¬ 
sel  before  a  court-martial  or  Navy  Court  of  Military  Review. 

Categories  of  records  in  the  system:  Reports  of  investigation,  cor¬ 
respondence,  and  court  papers  relating  to  the  complaint  brought 
against  attorneys. 

Authority  for  maintenance  of  the  system:  Manual  of  the  Judge  Ad¬ 
vocate  General,  section  0142,  and  5  USC  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  No  routine  use  after  file  is 
closed. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders. 

Retrievability:  Files  are  kept  in  alphabetical  order  according  to  the 
last  name  of  the  attorney  concerned. 
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Safeguards:  The  file  cabinet  in  which  the  files  are  stored  is  located 
in  an  office  which  is  under  observation  during  working  hours  by  of¬ 
fice  personnel  and  is  locked  at  night.  The  office  is  located  in  a  secure 
building  which  is  surrounded  by  a  guarded  fence.  The  building  is 
guarded  24  hours  a  day,  and  admission  is  allowed  only  to  personnel 
on  official  business  and  authorized  visitors. 

Retention  and  disposal:  Records  are  maintained  in  office  for  two 
years  and  then  forwarded  to  the  Federal  Records  Center,  Suitland, 
Maryland  20409  for  storage. 

System  manager(s)  and  address:  The  Judge  Advocate  General, 
Navy  Department,  is  the  overall  policy  official  but  direct  conrol  is 
exercised  by  the  Deputy  Assistant  Judge  Advocate  General  (Military 
Justice).  Correspondence  to  both  may  be  addressed  to  Navy  Depart¬ 
ment,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
Deputy  Assistant  Judge  Advocate  General  (Military  Justice),  Office 
of  the  Judge  Advocate  General,  Navy  Department,  Washington,  D.C. 
20370.  Information  may  be  obtained  by  written  request  to  the  Judge 
Advocate  General  stating  full  name  of  the  individual  concerned.  Per¬ 
sonal  visits  may  be  made  to  the  Military  Justice  Division,  Office  of 
the  Judge  Advocate  General,  room  2518,  Navy  Annex,  Arlington, 
Virginia.  Individuals  should  have  the  following  items  of  the  identifi¬ 
cation:  drivers  license  or  military  identification  card. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Correspondence  from  military  judges, 
staff  judge  advocates,  judge  advocates,  and  other  military  personnel; 
correspondence  from  the  Judge  Advocates  General  of  other  branches 
of  the  Armed  Forces;  investigative  reports  from  Naval  Investigative 
Service  offices;  correspondence  and  copies  of  court  papers  from 
civilian  authorities. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N00013  8 

System  name:  Country  Files  and  Trial  Observer  Files 

System  location:  Office  of  the  Judge  Advocate  General  of  the  Navy 
International  Law  Division  Department  of  the  Navy  Washington, 
D.C.  20370 

Categories  of  individuals  covered  by  the  system:  Any  member  of  the 
Navy  or  Marine  Corps,  their  dependents  or  civilian  employees  of  the 
Department  of  the  Navy  who  were  tried  before  a  foreign  criminal 
tribunal. 

Categories  of  records  in  the  system:  File  contains  copies  of  trial  ob¬ 
server  reports  submitted  by  local  judge  advocates  and  detailing  the 
proceedings,  safeguards  and  results  of  the  trial. 

Authority  for  maintenance  of  the  system:  U.S.  Senate  Resolution  of 
15  July  1953  accompanying  ratification  of  the  NATO  Status  of 
Forces  Agreement. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Utilized  to  monitor  all  in¬ 
cidents  and  cases  occurring  in  a  foreign  jurisdiction  which  involve 
Navy  and  Marine  Corps  personnel,  their  dependents  and  civilian  em¬ 
ployees  of  the  Department  of  the  Navy;  to  ensure  that  all  personal 
safeguards  and  rights  secured  under  the  various  status  of  forces 
agreements  are  observed  by  the  authorities  of  the  country  involved. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  or  loose  leaf  binders. 

Retrievability:  Filed  by  Country  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  permanent.  They  are  retained 
in  the  active  file  for  five  years  after  the  final  stage  of  the  judicial 
proceedings  and  then  are  retired  to  Naval  Records  Center,  Suitland, 
Maryland. 

System  manager(s)  and  address:  Office  of  the  Judge  Advocate 
General  of  the  Navy  International  Law  Division  Department  of  the 
Navy  Washington,  D.C.  20370 

Notification  procedure:  Information  may  be  obtained  from: 

Office  of  the  Judge  Advocate  General  of  the  Navy 

International  Law  Division 

Department  of  the  Navy 

Washington,  D.C.  20370 

Telephone:  Area  Code  202/697-9161 


Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  • 

Office  of  the  Judge  Advocate  General  of  the  Navy 
International  Law  Division 
Department  of  the  Navy 

,  Washington,  D.C.  20370 

Written  requests  for  information  must  contain  the  name  of  the 
country  involved,  the  date  of  the  trial,  the  full  name  of  the  in¬ 
dividual,  current  address  and  telephone  number,  and  the  office  sym¬ 
bol  that  appears  on  all  correspondence  received  from  this  Office. 
Visits  must  be  arranged  in  advance  and  are  limited  to  the  Interna¬ 
tional  Law  Division,  Room  2d343,  Pentagon,  Washington,  D.C. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office 
identification  card,  military  identification  card  and  be  able  to  give 
some  verbal  information  that  could  be  verified  with  his  case  folder. 

Contesting  record  procedures  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  may  be  obtained  from  the  Office  of  the  Judge  Advocate 
General  of  the  Navy,  Privacy  Act  Coordinator  (Code  133),  Depart¬ 
ment  of  the  Navy,  Washington,  D.C.  20370 

Record  source  categories:  Naval  or  Marine  Corps  message  from  in¬ 
dividual  units  or  commands,  periodic  and  individual  reports  from 
command  staff  judge  advocates,  statistical  reports  by  overall  area 
coordinator  for  the  country  concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00013  9 

System  name:  Armed  Forces  --  Confinement  Reports 

System  location:  Office  of  the  Judge  Advocate  General  of  the  Navy 
International  Law  Division  Department  of  the  Navy  Washington, 
D.C.  20370 

Categories  of  individuals  covered  by  the  system:  Any  member  of  the 
Navy  or  Marine  Corps,  their  dependents  or  civilian  employee  of  the 
Department  of  the  Navy  who  is  confined  in  a  foreign  penal  institu¬ 
tion  as  a  result  of  a  sentence  imposed  by  a  foreign  tribunal. 

Categories  of  records  in  the  system:  File  contains  copies  of  reports 
submitted  by  member  of  U.S.  Prison  Liaison  team  who  visit  foreign 
prisons  on  a  monthly  basis  to  check  on  conditions  of  prisoners. 

Authority  for  maintenance  of  the  system:  U.S.  Senate  Resolution  of 
15  July  1953  accompanying  ratification  of  the  NATO  Status  of 
Forces  Agreement. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Utilized  to  monitor  all  in¬ 
cidents  and  cases  occurring  in  a  foreign  jurisdiction  which  involve 
Navy  and  Marine  Corps  personnel,  their  dependents  and  civilian  em¬ 
ployees  of  the  Department  of  the  Navy;  to  ensure  that  all  personal 
safeguards  and  rights  secured  under  the  various  status  of  forces 
agreements  are  observed  by  the  authorities  of  the  country  involved. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  or  loose  leaf  binders. 

Retrievability:  Filed  by  country  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  permanent.  They  are  retained 
in  active  file  for  five  years  after  date  of  report  and  then  are  retired  to 
the  Naval  Records  Center,  Suitland,  Maryland. 

Sv,tem  manager!  s)  and  address:  Office  of  the  Judge  Advocate 
General  of  the  Navy  International  Law  Division  Department  of  the 
Navy  Washington,  D.C.  20370 

Notification  procedure:  Information  may  be  obtained  from: 

Office  of  the  Judge  Advocate  General  of  the  Navy 

International  Law  Division 

Department  of  the  Navy 

Washington,  D.C.  20370 

Telephone:  Area  Code  202/697-9161 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  : 

Office  of  the  Judge  Advocate  General  of  the  Navy 
International  Law  Division 
Department  of  the  Navy 
Washington,  D.C.  20370 

Written  requests  for  information  must  contain  the  name  of  the 
country  involved,  the  date  of  confinement,  the  full  name  of  the  in¬ 
dividual,  current  address  and  telephone  number,  and  the  office  sym- 
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bol  that  appears  on  all  correspondence  received  from  this  Office. 
Visits  must  be  arranged  in  advance  and  are  limited  to  the  Interna¬ 
tional  Law  Division,  Room  2d343,  Pentagon,  Washington,  D.C. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office 
identification  card,  military  identification  card  and  be  able  to  give 
some  verbal  information  that  could  be  verified  with  his  ’case’  folder. 

Contesting  record  procedures:  The  agency’s  rules  for  acces?  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  may  be  obtained  from  the  Office  of  the  Judge  Advocate 
General  of  the  Navy,  Privacy  Act  Coordinator  (Code  133),  Depart¬ 
ment  of  the  Navy,  Washington,  D.C.  20370. 

Record  source  categories:  Naval  or  Marine  Corps  message  from  in¬ 
dividual  units  or  commands,  periodic  and  individual  reports  from 
command  staff  judge  advocates,  statistical  reports  by  overall  area 
coordinator  for  the  country  concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N00013A 

System  name:  JAG  Manual  Investigations 

System  location:  Office  of  the  Judge  Advocate  General,  Depart¬ 
ment  of  the  Navy,  Washington,  D.C.  20370;  all  naval  activities  which 
originate  JAG  Manual  Investigations  or  to  which  such  investigations 
are  routed  typically  retain  copies  in  local  files. 

Categories  of  individuals  covered  by  the  system:  Any  individual  who 
participated,  who  was  involved  in,  who  incurred  an  injury,  disease, 
or  death,  or  who  was  intoxicated,  in  connection  with  an  accident,  in¬ 
cident,  transaction,  or  situation  (except  incidents  primarily  involving 
questions  of  Admiralty  Law)  involving  or  affecting  the  Department 
of  the  Navy  or  naval  personnel. 

Categories  of  records  in  the  system:  System  contains  all  documented 
evidence  relevant  to  the  item  under  investigation;  together  with  an 
Investigating  Officer’s  Report  which  makes  findings  of  fact  and  ex¬ 
presses  opinions  and  recommendations;  reviewing  authority’s  actions 
which  either  approved  or  modified  the  Investigating  Officer’s  Report, 
or  returned  the  entire  record  for  further  investigation  or  remedial  ac¬ 
tion  to  perfect  the  record;  and,  the  results  of  hearings  afforded  per¬ 
sons  who  incurred  injuries  and  diseases,  to  allow  them  to  explain  or 
rebut  adverse  information  in  the  record.  The  Judge  Advocate 
General’s  correspondence  to  locate  and  obtain  required  investigations 
is  also  included  with  the  record.  Some  records  contain  only  a  field 
command’s  explanation  as  to  why  investigation  is  not  required, 
together  with  documents  pertient  to  this  lack  of  requirement.  Some 
records  contain  only  an  accident,  injury,  or  death  report,  prepared 
for  the  Department  of  the  Navy,  by  the  Army,  Air  Force,  Coast 
Guard,  or  other  agency  under  reciprocal  agreements,  in  situations, 
where  the  Navy  or  Marine  Corps  could  not  conduct  the  investigation. 

Authority  for  maintenance  of  the  system:  Executive  Order  11476, 
’Manual  for  Courts-Martial,’  paragraph  133b;  10  U.S.C.  815,  832, 
935  ,  936,  939,  and  940  (Uniform  Code  of  Military  Justice);  10  U.S.C. 
972(5)  (requirement  to  make  up  time  lost  due  to  misconduct);  10 
U.S.C.  1201-1221  (Retirement  or  Separation  for  Physical  Disability); 
10  U.S.C.  2733  (The  Military  Claims  Act);  10  U.S.C.  2734,  2734a, 
2734b  (The  Foreign  Claims  Act);  10  U.S.C.  2736  (Emergency  pay¬ 
ment  of  claims);  10  U.S.C.  2737  (Non-Scope  Claims);  10  U.S.C.  5031 
(Duties  of  Secretary  of  Navy);  10  U.S.C.  5184  (Duties  of  Judge  Ad¬ 
vocate  General);  10  U.S.C.  6148  (Reservist's  Disability  and  Death 
Benefits);  10  U.S.C.  7205  (Promotion  of  Accident  Prevention  and  Oc¬ 
cupational  Safety  by  Secretary  of  the  Navy);  28  U.S.C.  1346,  2671- 
2680  (Federal  Tort  Claims  Act);  31  U.S.C.  82,  89-92  ,  95a  (Financial 
Liability  of  Accountable  Officers);  31  U.S.C.  240-243  (Military  Per¬ 
sonnel  and  Civilian  Employees’  Claims  Act  of  1964,  as  amended);  31 
U.S.C.  71,  951-953  (Federal  Claims  Collection  Acts);  37  U.S.C.  802 
(Forfeiture  of  Pay);  38  U.S.C.  105  (Eligibility  for  certain  Veterans’ 
Benefits),  39  U.S.C.  406,  2601  (Postal  Claims);  42  U.S.C.  2651-2653 
(Medical  Care  Recovery  Act). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  of  JAG  Manual 
Investigations  are  used  internally  within  the  Department  of  the  Navy 
as  bases  for:  evaluating  procedures,  operations,  and  designs  with  a 
view  to  improving  the  efficiency  of  the  Department  of  the  Navy; 
determinations  concerning  status  of  personnel  regarding  entitlements 
to  pay  during  periods  of  disability,  disability  benefits,  severance  pay, 
retirement  pay,  increases  of  pay  for  longevity,  survivors’  benefits, 
and  involuntary  extensions  of  enlistments  and  dates  of  expiration  of 
active  obligated  service;  determinations  concerning  relief  of  ac¬ 
countable  personnel  from  liability  for  losses  of  public  funds  or  pro¬ 
perty;  determinations  pertaining  to  disciplinary  or  punitive  action;  ad¬ 
judication,  pursuit,  or  defense  of  claims  for  or  against  the  Govern¬ 
ment;  and  public  information  releases.  Records  of  such  investigations 


are  routinely  furnished  to  the  Veterans  Administration  for  use  in 
determinations  concerning  entitlements  to  veterans  and  survivors’ 
benefits;  to  Servicemen’s  Group  Life  Insurance  administrators  for 
determinations  concerning  payment  of  life  insurance  proceeds;  to  the 
U.S.  General  Accounting  Office  for  purposes  of  determinations  con¬ 
cerning  relief  of  accountable  personnel  from  liability  for  losses  of 
public  funds  and  related  fiscal  matters;  and  to  the  Department  of 
Justice  for  use  in  litigation  involving  the  Government.  Additionally, 
such  investigations  are  sometimes  furnished  to  agencies  of  the  De¬ 
partment  of  Justice  and  to  State  or  local  law-enforcement  and  court 
authorities  for  use  in  connection  with  civilian  criminal  and  civil  court 
proceedings. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  stapled  together  in  paper  file  folders  and 
stored  in  metal  file  cabinets,  on  shelves,  and  in  boxes. 

Retrievability:  Filed  in  calendar  year  groupings  by  surname  of  in¬ 
dividual,  bureau  number  of  aircraft,  name  of  ship,  hull  number  of  un¬ 
named  water  craft,  or  vehicle  number  of  government  vehicles.  Topics 
of  incidents  are  cross-referenced. 

Safeguards:  Building  employs  security  guards.  Only  authorized  per¬ 
sons  with  official  interest  can  be  given  the  record  itself.  Upon 
request  under  the  Freedom  of  Information  Act  and  after  payment  of 
duplication  costs,  proper  persons  are  given  copies  of  evidentiary 
items  from  record.  Records  dealing  solely  with  diseases,  injuries,  or 
deaths  are  available  only  to  the  affected  person,  the  person’s  next-of- 
kin,  or  the  person’s  legal  representative,  upon  verification  of  the 
requestor’s  identity  and  relationship. 

Retention  and  disposal:  Records  retained  permanently.  Records 
removed  after  two  calendar  years  to  Federal  Records  Center,  Suit- 
land,  Maryland,  but  SYSMANAGER  retains  control  over  retrieval  of 
records. 

System  managers)  and  address:  Deputy  Assistant  Judge  Advocate 
General  (Investigations),  Navy  Department,  Washington,  D.C.  20370 

Notification  procedure:  Individuals  should  mail  request  to 
SYSMANAGER,  stating  full  name  of  requestor,  the  year  to  be 
searched,  second  requestor’s  present  mailing  address  and  present 
telephone  number  with  area  code.  Requestors  of  information  regard¬ 
ing  deaths,  injuries,  or  diseases,  must  verify  their  identity  by 
notarized  statement  of  identity.  No  telephone  inquiries  will  be  ac¬ 
cepted.  Office  visits  can  be  made  at  Room  2516,  Arlington  Annex, 
Columbia  Pike  and  Arlington  Ridge  Road,  Arlington,  Virginia,  week¬ 
days  between  8  a.m.  and  4  p.m.  For  personal  visits,  the  person  must 
present  sufficient  identification,  such  as  driver’s  license,  and  present 
some  verbal  information  that  could  be  verified  with  his  or  her  in¬ 
vestigative  record. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Records  of  JAG  Manual  Investigations 
are  compilations  of  evidence,  information,  and  data  concerning  the 
circumstances  of  incidents,  accidents,  events,  transactions,  and  situa¬ 
tions  prepared  by  administrative  fact-finding  bodies  for  utilization  by 
proper  authorities  in  making  determinations,  decisions,  or  evaluations 
relating  to  the  matters  under  investigation.  Records  may  contain:  (1) 
testimony  or  statements  of  individuals  who  are  parties  to  the  in¬ 
vestigations,  witnesses,  and  others  having  pertinent  knowledge  con¬ 
cerning  matters  under  investigation;  (2)  documentary  evidence,  typi¬ 
cally  including  records  and  reports  of  military  of  Federal,  State  or 
foreign,  civilian  law-enforcement,  investigative,  judicial,  or  cor¬ 
rections  authorities;  medical  records  and  reports,  investigations  and 
'accident  and  injury  reports'  prepared  by  Federal,  State  or  foreign 
governmental  agencies  or  other  organizations  or  persons;  court 
records  and  other  public  records;  official  logs  and  other  official  naval 
,  records;  letters  and  correspondence;  personnel,  pay,  and  fiscal 
records;  financial  records,  receipts,  and  cost  estimates;  publications; 
and  other  pertinent  documents  and  writings;  (3)  pertinent  real 
evidence;  and  (4)  pertinent  demonstrative  evidence. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00013B 

System  name:  Article  73  petitions  for  new  trial. 

System  location:  Military  Justice  Division,  Office  of  the  Judge  Ad¬ 
vocate  General,  Navy  Department,  Washington,  D.C.  20370. 

Categories  of  individuals  covered  by  the  system:  Navy  and  Marine 
Corps  personnel  who  submitted  petitions  for  new  trial  to  the  Judge 
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Advocate  General  within  two  years  after  approval  of  their  court-mar¬ 
tial  sentence  by  the  convening  authority  but  after  their  case  had  been 
reviewed  by  the  Navy  Court  of  Military  Review  or  Court  of  Military 
Appeals,  if  appropriate. 

Categories  of  records  in  the  system:  The  petition  for  new  trial,  the 
forwarding  endorsements  if  the  petition  was  submitted  via  the  chain 
of  command,  and  the  action  of  the  Judge  Advocate  General  on  the 
petition. 

Authority  for  maintenance  of  the  system:  Article  73,  Uniform  Code 
of  Military  Justice,  (10  U.S.C.  873). 

Routine  uses  of  records  maintained  in  the  system,  including  catego- ' 
rics  of  users  and  the  purposes  of  such  uses:  No  routine  use  after  action 
taken  on  petition. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders. 

Retrievability:  Files  are  kept  in  alphabetical  order  according  to  the 
last  name  of  the  individual  concerned. 

Safeguards:  The  file  cabinet  in  which  the  files  are  stored  is  located 
in  an  office  which  is  under  observation  during  working  hours  by  of¬ 
fice  personnel  and  is  locked  at  night.  The  office  is  located  in  a  secure 
building  which  is  surrounded  by  a  guarded  fence.  The  building  is 
guarded  24  hours  a  day,  and  admission  is  allowed  only  to  personnel 
on  official  business  and  authorized  visitors. 

Retention  and  disposal:  Records  are  maintained  in  office  for  two 
years  and  then  forwarded  to  the  Federal  Records  Center,  Suitland, 
Maryland  20409  for  storage. 

System  manager(s)  and  address:  Deputy  Assistant  Judge  Advocate 
General  (Military  Justice),  Navy  Department,  Washington,  D.C. 
20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
Deputy  Assistant  Judge  Advocate  General  (Military  Justice),  Office 
of  the  Judge  Advocate  General,  Navy  Department,  Washington,  D.C. 
20370.  Information  may  be  obtained  by  written  request  stating  full 
name  of  the  individual  concerned.  Personal  visits  may  be  made  to  the 
Military  Justice  Division,  Office  of  the  Judge  Advocate  General, 
room  2318,  Navy  Annex,  Arlington,  Virginia.  Individuals  should  have 
the  following  items  of  identification:  drivers  license  or  military 
identification  card. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  The  records  are  comprised  of  the  follow¬ 
ing  source  materials:  (1)  petitions  for  new  trial;  (2)  forwarding  endor¬ 
sements  thereon  by  petitioner’s  commanding  officer  and  conven¬ 
ing/supervisory  authorities  of  court-martial  (above  information  is 
omitted  if  petitioner  is  former  service  member);  and  (3)  action  of  the 
Judge  Advocate  General  on  petitions. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N00013C 

System  name:  Legal  Assistance  Card  Files 

System  location:  Typically  maintained  at  Naval  Legal  Service  Of¬ 
fices,  the  Naval  Legal  Service  Branch  Offices,  and  any  command 
with  a  legal  assistance  office. 

Categories  of  individuals  covered  by  the  system:  Authorized  military 
and  civilian  personnel  and  dependents  who  have  sought  legal 
assistance  from  a  legal  assistance  office  established  within  the  De¬ 
partment  of  the  Navy. 

Categories  of  records  in  the  system:  Legal  assistance  card  files  typi¬ 
cally  contain  client  identification  information,  e.g.,  name,  address, 
duty  station,  telephone  numbers,  etc.,  client  description  of  legal 
problem,  attorney  classification  of  problem,  and  attorney  time  ex¬ 
pended. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301;  Manual  of 
the  Judge  Advocate  General,  1914;  44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Time-accounting  data  is 
extracted  from  the  card  files  for  preparation  of  periodic  legal 
assistance  statistical  reports;  legal  assistance  attorneys  refer  to  the 
card  files  to  ascertain  previous  progress  achieved  toward  disposition 
of  the  case.  There  are  no  other  uses.  Internal  users  are  limited  to 
legal  assistance  attorneys  and  assigned  clerical  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 


Storage:  Pre-printed  cards  stored  in  file  cabinets. 

Retrievability:  Filed  alphabetically  by  name  of  client. 

Safeguards:  Access  to  files  is  controlled  through  maintenance  of 
file  cabinets  or  other  storage  devices  within  the  custody  or  control  of 
authorized  personnel.  Typically,  files  are  locked  when  not  in  use  and 
are  located  in  office  spaces  that  are  locked  when  not  manned. 

Retention  and  disposal:  Two  years  after  disposition  of  the  case  or 
until  the  closing  of  the  legal  assistance  office,  then  destroyed. 

System  managers)  and  address:  Deputy  Assistant  Judge  Advocate 
General  (Legal  Assistance  and  Taxes),  Navy  Department,  Washing¬ 
ton,  D.C.  20370 

Notification  procedure:  Information  may  be  obtained  from  the 
SYSMANAGER.  Requesting  individuals  should  specify  their  full 
names.  Visitors  should  be  able  to  identify  themselves  by  an  com¬ 
monly  recognized  evidence  of  identity. 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  SYSMANAGER.  Written  requests  for  access  should 
contain  the  full  name  of  the  individual,  current  address  and  telephone 
number,  and  the  serial  code  of  any  prior  correspondence  received 
from  this  office  pertaining  to  the  request.  For  personal  visits,  the  in¬ 
dividual  should  be  able  to  provide  some  acceptable  identification, 
e.g.,  driver’s  license,  etc.,  and  give  some  verbal  information  that 
could  be  verified  in  the  file. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  SYSMANAGER. 

Record  source  categories:  Basic  information  contained  in  the  card 
files  is  provided  by  the  client;  information  concerning  the  ultimate 
disposition  of  the  case  and  time  expended  by  the  attorney  is  provided 
by  the  attorney. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00013D 

System  name:  Federal  Tort  Claims  Files 

System  location:  Office  of  the  Judge  Advocate  General,  Offices  of 
the  Commandmts  of  the  Naval  Districts,  Naval  Legal  Service  Of¬ 
fices,  all  overseas  commands  with  a  Navy  Judge  Advocate  General 
Corps  Officer  or  a  Marine  Corps  judge  advocate  attached,  and  the 
Federal  Records  Center,  Suitland,  Maryland.  Local  commands  with 
which  claims  under  the  Federal  Tort  Claims  Act  are  initially  filed 
typically  retain  copies  of  such  claims  and  accompanying  files.  Offi¬ 
cial  mailing  addresses  of  these  locations  are  included  in  the  Depart¬ 
ment  of  Defense  Directory  in  the  appendix  to  this  notice. 

Categories  of  individuals  covered  by  the  system:  Any  individuals 
who  have  filed  claims  against  the  Navy  under  the  Federal  Tort 
Claims  Act. 

Categories  of  records  in  the  system:  The  files  may  contain  claims 
filed,  correspondence,  investigative  reports,  accident  reports,  medical 
and  dental  records,  x-rays,  allied  reports  (such  as  local  police  in¬ 
vestigations,  etc.),  photographs  drawings,  legal  memoranda,  opinions 
of  experts,  and  court  documents. 

Authority  for  maintenance  of  the  system:  Federal  Tort  Claims  Act 

(28  U.S.C.  1346(b),  2671-2680);  32  C.F.R.  750.30-750.49;  5  U.S.C.  301; 
44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  files  are  used  to  eval¬ 
uate  claims  for  purposes  of  adjudications  and  litigation.  The  files  are 
used  by  contractors  in  those  cases  in  which  they  indemnify  the 
Government.  The  files  are  provided  to  the  Department  of  Justice  to 
defend  suits  brought  against  the  United  States  under  the  Federal  Tort 
Claims  Act. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  stored  in  file  cabinets  or 
other  storage  devices. 

Retrievability:  Filed  alphabetically  by  name  of  claimant. 

Safeguards:  Access  to  files  is  controlled  through  maintenance  of 
file  cabinets  or  other  storage  devices  within  the  custody  or  control  of 
authorized  personnel. 

Retention  and  disposal:  Minimum-one  year;  maximum-permanent; 
typically  files  located  in  the  Office  of  the  Judge  Advocate  General 
are  transferred  to  the  Federal  Records  Center,  Suitland,  Maryland, 
three  years  after  disposition  of  the  case. 

System  managers)  and  address:  Deputy  Assistant  Judge  Advocate 
General  (Claims),  Navy  Department,  Washington,  D.C.  20370. 
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Notification  procedure:  Information  may  be  obtained  from  the 
SYSMANAGER.  Requesting  individuals  should  specify  their  full 
names.  Visitors  should  be  able  to  identify  themselves  by  any  com¬ 
monly  recognized  evidence  of  identity. 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  SYSMANAGER.  Written  requests  for  access  should 
contain  the  full  name  of  the  individual,  current  address  and  telephone 
number,  and  the  serial  code  of  any  prior  correspondence  received 
from  this  office  pertaining  to  the  request.  For  personal  visits,  the  in¬ 
dividual  should  be  able  to  provide  some  acceptable  identification,  e.g. 
driver’s  license,  etc.,  and  give  some  verbal  information  that  could  be 
verified  in  the  file. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  SYSMANAGER. 

Record  source  categories:  The  sources  of  information  contained  in 
the  files  include  the  following:  x-rays  and  medical  and  dental  records 
from  civilian  and  military  doctors  and  medical  facilities;  investigative 
reports  of  accidents  from  military  and  municipal  police  agencies;  re¬ 
ports  of  circumstances  of  incidents  from  operators  of  Government 
vehicles  and  equipment;  witnesses;  correspondence  from  claimants 
and  their  attorneys  and  insurance  companies,  state  insurance  com¬ 
missions,  United  States  Attorneys,  and  various  other  Government 
agencies  with  information  concerning  the  claim. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00013E 

System  name:  Affirmative  Claims  Files 

System  location:  Office  of  the  Judge  Advocate  General,  Offices  of 
the  Commandants  of  the  Naval  districts;  Naval  Legal  Service  Of¬ 
fices,  and  Branch  Offices  of  the  Officers  in  Charge  of  U.S.  Sending 
State  Offices;  overseas  commands  with  a  Navy  or  Marine  Corps 
judge  advocate  attached;  the  Federal  Records  Center,  Suitland, 
Maryland;  and  such  other  offices  of  officers  as  may  be  designated  by 
the  Judge  Advocate  General.  Official  mailing  addresses  of  these  loca¬ 
tions  are  included  in  the  Department  of  Defense  Directory  in  die  ap¬ 
pendix  of  this  notice. 

Categories  of  individuals  covered  by  the  system:  All  individuals 
against  whom  the  Navy  has  claims  sounding  in  tort,  and  all  in¬ 
dividuals  who  are  in  the  military  or  are  dependents  of  military  mem¬ 
bers  and  have  been  provided  medical  care  by  a  Naval  medical  facility 
for  injuries  resulting  from  such  tortious  conduct. 

Categories  of  records  in  the  system:  The  files  contain  reports  of  in¬ 
juries  to  individuals  entitled  to  care  at  Navy  expense,  reports  of 
damage  to  Navy  property,  x-rays,  medical  and  dental  records  of 
treatment,  and  statements  of  changes  therefor,  military  and  municipal 
police  and  individual’s  reports  of  accidents,  investigative  reports, 
correspondence,  legal  research,  and  opinions. 

Authority  for  maintenance  of  the  system:  Medical  Care  Recovery 
Act  (42  U.S.C.  2651-53);  Federal  Claims  Collection  Act  (31  U.S.C. 
951-53);  32  C.F.R.  757.1-757.21;  5  U.S.C.  301;  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used  to 
futher  efforts  to  collect  such  claims  without  litigation,  for  preparing 
litigation  reports  to  the  Department  of  Justice,  and  for  use  in  civil 
litigation  by  the  Department  of  Justice. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folder  stored  in  file  cabinets  or  other 
storage  device. 

Retrievability:  Filed  alphabetically  by  name  of  claimant. 

Safeguards:  Access  to  files  is  controlled  through  maintenance  of 
file  cabinets  or  other  storage  device  within  the  custody  or  control  of 
authorized  personnel. 

Retention  and  disposal:  Minimum-one  year;  maximum-permanent; 
typically  files  located  in  the  Office  of  the  Judge  Advocate  General 
are  transferred  to  the  Federal  Records  Center,  Suitland,  Maryland, 
three  years  after  disposition  of  the  case. 

System  managers)  and  address:  Deputy  Assistant  Judge  Advocate 
General  (Claims),  Navy  Department,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
SYSMANAGER.  Requesting  individuals  should  specify  their  full 
names.  Visitors  should  be  able  to  identify  themselves  by  any  com¬ 
monly  recognized  evidence  of  identity. 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  SYSMANAGER.  Written  requests  for  access  should 
contain  the  full  name  of  the  individual,  current  address  and  telephone 


number,  and  the  serial  code  of  any  prior  correspondence  received 
from  this  office  pertaining  to  the  request.  For  personal  visits,  the  in¬ 
dividual  should  be  able  to  provide  some  acceptable  identification,  e.g. 
driver’s  license,  etc.,  and  give  some  verbal  information  that  could  be 
verified  in  the  file. 

Contesting  record  procedures:  The  agency’s  rule  for  contesting  con¬ 
tents  and  appealing  initial  determinations  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  The  sources  of  information  contained  in 
these  files  includes:  military  and  local  police  reports,  line  of  duty  in¬ 
vestigations,  commercial  credit  and  asset  reports,  questionnaires 
completed  by  accident  victims,  x-rays,  medical  and  dental  records  of 
treatment  and  statements  of  charges  therefor  from  civilian  and  milita¬ 
ry  doctors  and  medical  facilities;  correspondence;  and  witnesses. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00013F 

System  name:  Foreign  Claim  Files 

System  location:  Office  of  the  Judge  Advocate  General;  United 
States  Sending  State  Office  for  Italy;  United  States  Sending  State 
Office  for  Australia;  Naval  Missions  (including  the  office  of  the 
naval  section  of  military  missions);  Military  Assistance  Advisory 
Groups  (including  the  Offices  of  Chiefs,  Naval  Section,  Military 
Assistance  Advisory  Groups);  Office  of  the  Naval  Advisory  to  Ar¬ 
gentina;  naval  attaches;  any  command  which  has  appointed  a  Foreign 
Claims  Commission;  and  the  Federal  Records  Center,  Suitland, 
Maryland.  Local  commands,  with  which  claims  under  the  Foreign 
Claims  Act  are  initially  filed  and  which  do  not  have  or  choose  to  ap¬ 
point  a  Foreign  Claims  Commission,  typically  retain  copies  of  such 
claims  and  accompanying  files.  Official  mailing  addresses  of  these  lo¬ 
cations  are  included  in  the  Department  of  Defense  directory  in  the 
appendix  to  this  notice. 

Categories  of  individuals  covered  by  the  system:  All  individuals  who 
have  filed  claims  against  the  Department  of  the  Navy  under  the 
Foreign  Claims  Act. 

Categories  of  records  in  the  system:  The  files  may  contain  claims 
filed,  correspondence,  investigative  reports,  accident  reports,  medical 
and  dental  records,  x-rays,  allied  reports  (such  as  foreign  police  in¬ 
vestigations,  etc.),  photographs,  drawings,  legal  memoranda,  opinions 
of  experts,  and  court  documents. 

Authority  for  maintenance  of  the  system:  Foreign  Claims  Act  (10 
U.S.C.  2734);  32  C.F.R.  753.1-753.29;  5  U.S.C.  301;  44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  files  are  used  to  adju¬ 
dicate  claims  and  to  evaluate  and  decide  reconsiderations  of  denials 
of  claims. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  stored  in  file  cabinets  or 
other  storage  devices. 

Retrievability:  Filed  alphabetically  by  name  of  claimant. 

Safeguards:  Access  to  files  is  controlled  through  maintenance  of 
file  cabinets  or  other  storage  devices  within  the  custody  or  control  of 
authorized  personnel. 

Retention  and  disposal:  Minimum-one  year;  maximum-permanent; 
typically  files  located  in  the  Office  of  the  Judge  Advocate  General 
are  transferred  to  the  Federal  Records  Center,  Suitland,  Maryland, 
three  years  after  disposition  of  the  case. 

System  managers)  and  address:  Deputy  Assistant  Judge  Advocate 
General  (Claims),  Navy  Department,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
SYSMANAGER.  Requesting  individuals  should  specify  their  full 
names.  Visitors  should  be  able  to  identify  themselves  by  any  com¬ 
monly  recognized  evidence  of  identity. 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  SYSMANAGER.  Written  requests  for  access  should 
contain  the  full  name  of  the  individual,  current  address  and  telephone 
number,  and  the  serial  code  of  any  prior  correspondence  received 
from  this  office  pertaining  to  the  request.  For  personal  visits,  the  in¬ 
dividual  should  be  able  to  provide  some  acceptable  identification,  e.g. 
driver’s  license,  etc.,  and  give  some  verbal  information  that  could  be 
verified  in  the  file. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  SYSMANAGER. 

Record  source  categories:  The  sources  of  information  contained  in 
the  files  includes:  x-rays,  medical  records,  and  dental  records;  in- 
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vestigative  reports  from  military  and  foreign  police  agencies;  reports 
of  circumstances  of  incidents  from  operators  of  Government  vehicles 
and  equipment;  witnesses;  correspondence  from  claimants,  their  at¬ 
torneys,  and  insurance  companies. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00013G 

System  name:  Military  Claims  Files 

System  location:  Office  of  the  Judge  Advocate  General,  Offices  of 
the  Commandants  of  the  Naval  Districts,  Naval  Legal  Service  Of¬ 
fices  and  Branch  Offices,  overseas  commands  with  a  Navy  or 
Marine  Corps  judge  advocate  attached,  and  the  Federal  Records 
Center,  Suitland,  Maryland.  Local  commands,  with  which  claims 
under  the  Military  Claims  Act  are  initially  filed,  typically  retain  co¬ 
pies  of  such  claims  and  accompanying  files.  Official  mailing  ad¬ 
dresses  of  these  locations  are  included  in  the  Department  of  Defense 
directory  in  the  appendix  of  this  notice. 

Categories  of  individuals  covered  by  the  system:  All  individuals  who 
have  filed  claims  under  the  Military  Claims  Act  against  the  Depart¬ 
ment  of  the  Navy. 

Categories  of  records  in  the  system:  The  files  may  contain  claims 
filed,  correspondence,  investigative  reports,  accident  reports,  medical 
and  dental  records,  x-rays,  allied  reports  (such  as  local  police  in¬ 
vestigations,  etc.),  photographs,  drawings,  legal  memoranda,  opinions 
of  experts,  and  court  documents. 

Authority  for  maintenance  of  the  system:  Military  Claims  Act  (10 
U.S.C.  2733);  32  C.F.R.  750.50-750.59;  5  U.S.C.  301;  44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  files  are  used  to  eval¬ 
uate  claims  for  purposes  of  adjudication.  The  files  are  also  used  by 
contractors  in  those  cases  in  which  they  indemnify  the  Government. 
Additionally,  the  files  are  provided  to  the  Department  of  Justice  to 
defend  unauthorized  suits  brought  against  the  United  States  under 
the  Military  Claims  Act. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  stored  in  file  cabinets  or 
other  storage  devices 

Retrievability:  Filed  alphabetically  by  name  of  claimant 

Safeguards:  Access  to  files  is  controlled  through  maintenance  of 
file  cabinets  or  other  storage  devices  within  the  custody  or  control  of 
authorized  personnel 

Retention  and  disposal:  Minimuip-one  year;  maximum-permanent; 
typically  files  located  in  the  Office  of  the  Judge  Advocate  General 
are  transferred  to  the  Federal  Records  Center,  Suitland,  Maryland, 
three  years  after  disposition  of  the  case. 

System  manager(s)  and  address:  Deputy  Assistant  Judge  Advocate 
General  (Claims),  Navy  Department,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
SYSMANAGER.  Requesting  individuals  should  specify  their  full 
names.  Visitors  should  be  able  to  identify  themselves  by  any  com¬ 
monly  recognized  evidence  of  identity. 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  SYSMANAGER.  Written  requests  for  access  should 
contain  the  full  name  of  the  individual,  current  address  and  telephone 
number,  and  the  serial  code  of  any  prior  correspondence  received 
from  this  office  pertaining  to  the  request.  For  personal  visits,  the  in¬ 
dividual  should  be  able  to  provide  some  acceptable  identification,  e.g. 
driver’s  license,  etc.,  and  give  some  verbal  information  that  could  be 
verified  in  the  file. 

Contesting  record  procedures:  The  agency’s  rule  for  contesting  con¬ 
tents  and  appealing  initial  determinations  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  The  sources  of  information  contained  in 
the  files  include  the  following:  x-rays,  medical  and  dental  records 
from  civilian  and  military  doctors  and  medical  facilities;  investigative 
reports  of  accidents  from  military  and  municipal  police  agencies;  re¬ 
ports  of  circumstances  of  incidents  from  operators  of  Government 
vehicles  and  equipment;  witnesses;  correspondence  from  claimants 
their  attorneys,  insurance  companies,  state  commissions.  United 
States  Attorneys,  and  various  other  Government  agencies  with  infor¬ 
mation  concerning  the  claim. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00013H 

System  name:  ’Nonscope’  Claims  Files 


System  location:  Office  of  the  Judge  Advocate  General,  Naval 
Legal  Service  Offices,  and  Branch  Offices,  overseas  commands  with 
a  Navy  or  Marine  Corps  judge  advocate  attached,  and  the  Federal 
Records  Center,  Suitland,  Maryland.  Local  commands,  with  which 
claims  under  the  ’Nonscope’  Claims  Act  are  initially  filed,  typically 
retain  copies  of  such  claims  and  accompanying  files.  Official  mailing 
addresses  of  these  locations  are  included  in  the  Department  of 
Defense  directory  in  the  appendix  of  this  notice. 

Categories  of  individuals  covered  by  the  system:  All  individuals  who 
have  filed  claims  under  the  ’Nonscope'  Claims  Act  against  the  De¬ 
partment  of  the  Navy. 

Categories  of  records  in  the  system:  The  files  may  contain  claims 
filed,  correspondence,  investigative  reports,  accident  reports,  medical 
and  dental  records,  x-rays,  allied  reports,  photographs,  drawings, 
opinions  of  experts,  legal  memoranda,  and  court  documents. 

Authority  for  maintenance  of  the  system:  ’Nonscope’  Claims  Act  (10 
U.S.C.  2737);  32  C.F.R.  750.60-750.69;  5  U.S.C.  301;  44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  U9es:  The  files  are  used  to  eval¬ 
uate  claims  for  purposes  of  adjudication.  The  files  are  provided  to 
the  Department  of  the  Justice  to  defend  unauthorized  suits  brought 
against  the  United  States  under  the  ’Nonscope'  Claims  Act. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  stored  in  file  cabinets  or 
other  storage  devices 

Retrievability:  Filed  alphabetically  by  name  of  claimant 

Safeguards:  Access  to  files  is  controlled  through  Maintenance  of 
file  cabinets  or  other  storage  devices  within  the  custody  or  control  of 
authorized  personnel 

Retention  and  disposal:  Minimum-one  year;  maximum-permanent; 
typically  files  located  in  the  Office  of  the  Judge  Advocate  General 
are  transferred  to  the  Federal  Records  Center,  Suitland,  Maryland, 
three  years  after  disposition  of  the  case. 

System  managers)  and  address:  Deputy  Assistant  Judge  Advocate 
General  (Claims),  Navy  Department,  Washington,  D.C.  20370 

Notification  procedure:  Information  may  be  obtained  from  the 
SYSMANAGER.  Requesting  individuals  should  specify  their  fuli 
names.  Visitors  should  be  able  to  identify  themselves  by  any  com¬ 
monly  recognized  evidence  of  identity. 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  SYSMANAGER.  Written  requests  for  access  should 
contain  the  full  name  of  the  individual,  current  address  and  telephone 
number,  and  the  serial  code  of  any  prior  correspondence  received 
from  this  office  pertaining  to  the  request.  For  personal  visits,  the  in¬ 
dividual  should  be  able  to  provide  some  acceptable  identification,  e.g. 
driver’s  license,  etc.,  and  give  some  verbal  information  that  could  be 
verified  in  the  file. 

Contesting  record  procedures:  The  agency’s  rule  for  contesting  con¬ 
tents  and  appealing  initial  determinations  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  The  sources  of  information  contained  in 
the  files  include  the  following:  x-rays,  mental  and  dental  records 
from  civilian  and  military  doctors  and  medical  facilities;  investigative 
reports  of  accidents  from  military  and  municipal  police  agencies;  re¬ 
ports  of  circumstances  of  incidents  from  operators  of  Government 
vehicles;  witnesses;  correspondence  from  claimants,  their  attorneys, 
insurance  companies,  state  insurance  commissions.  United  States  At¬ 
torneys,  and  Various  other  Government  agencies  with  information 
concerning  the  claim;  commercial  credit  and  asset  reports;  and 
questionnaires  completed  by  accident  victims. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00013I 

System  name:  Military  Personnel  and  Civilian  Employees’  Claims 

System  location:  Offices  of  the  Judge  Advocate  General;  Naval 
Legal  Service  Offices;  offices  of  the  Commandants  of  the  Naval  Dis¬ 
tricts;  Naval  Legal  Service  Branch  Offices;  the  Federal  Records 
Center,  Suitland,  Maryland;  naval  activities  where  there  are  officers 
specifically  designated  by  the  Judge  Advocate  General  to  adjudicate 
personnel  claims.  Official  mailing  addresses  of  these  locations  are  in¬ 
cluded  in  the  Department  of  Defense  Directory  in  the  appendix  in 
this  notice. 

Categories  of  individuals  covered  by  the  system:  All  individuals  who 
have  filed  claims  against  the  Department  of  the  Navy  under  the  Mili¬ 
tary  Personnel  and  Civilian  Employees’  Claims  Act  and  all  common 
carriers  against  whom  recovery  has  been  sought  by  the  Department 
of  the  Navy. 
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Categories  of  records  ia  the  system:  The  files  may  contain  claims 
filed,  correspondence,  investigative  reports,  copies  of  order,  copies 
of  insurance  policies,  Government  bills  of  lading,  copies  of  Powers 
of  Attorney,  estimates  of  loss  or  damage,  inventories,  demands  on 
carriers  for  reimbursement,  correspondence,  and  legal  memoranda. 

Authority  for  maintenance  of  the  system:  Military  Personnel  and 
Civilian  Employees’  Claims  Act  (31  U.S.C.  240-243);  32  C.F.R.  751.0- 
751.30;  5  U.S.C.  301;  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  files  are  used  to  eval¬ 
uate  claims  for  purposes  of  adjudication,  reimbursement  for  the  De¬ 
partment  of  the  Navy  from  common  carriers,  warehousemen,  con¬ 
tractors,  or  insurers  who  are  responsible  for  loss  or  damage  to  per¬ 
sonal  property  of  individual  claimants.  Additionally,  the  files  are  pro¬ 
vided  to  the  Department  of  Justice  to  defend  unauthorized  suits 
against  the  United  States  under  the  Military  Personnel  and  Civilian 
Employees’  Claims  Act. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  stored  in  file  cabinets  or 
other  storage  devices. 

Retrievability:  Filed  alphabetically  by  name  of  claimant  and  name 
of  common  carrier,  warehousemen,  contractors,  and  insurers. 

Safeguards:  Access  to  files  is  controlled  through  maintenance  of 
file  cabinets  or  other  storage  devices  within  custody  and  control  of 
authorized  personnel. 

Retention  and  disposal:  Minimum-one  year;  maximum-permanent; 
typically  Files  located  in  the  Office  of  the  Judge  Advocate  General 
are  transferred  to  the  Federal  Records  Center,  Suitland,  Maryland 
three  years  after  disposition  of  the  case. 

System  manager(s)  and  address:  Deputy  Assistant  Judge  Advocate 
General  (Claims),  Navy  Department,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
SYSMANAGER.  Requesting  individuals  should  specify  their  full 
names.  Visitors  should  be  able  to  identify  themselves  by  any  com¬ 
monly  recognized  evidence  of  identity. 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  SYSMANAGER.  Written  requests  for  access  should 
contain  the  full  name  of  the  individual,  current  address  and  telephone 
number,  and  the  serial  code  of  any  prior  correspondence  received 
from  this  office  pertaining  to  the  request.  For  personal  visits,  the  in¬ 
dividual  should  be  able  to  provide  some  acceptable  identification,  e.g. 
driver's  license,  etc.,  and  give  some  verbal  information  that  could  be 
verified  in  the  file. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  SYSMANAGER. 

Record  source  categories:  Information  contained  in  the  file  is  ini¬ 
tially  provided  by  the  claimant  and  witnesses,  after  which  the  per¬ 
sonal  property  divisions  contribute  investigative  reports.  The  carrier 
may  contribute  information,  and  in  some  cases  are  investigative  re¬ 
port  is  furnished  by  a  military  member’s  command  or  by  an  in¬ 
vestigative  agency.  Adjudicated  amounts  allowed  for  the  claim  are 
provided  by  the  adjudicating  authority. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00013J 

System  name:  Admiralty  Claims  Files 

System  location:  Office  of  the  Judge  Advocate  General;  Office  of 
the  Commander-in-Chief,  United  States  Naval  Forces,  Europe;  Of¬ 
fice  of  the  Commander,  Sixth  Fleet;  and  the  Federal  Records  Center, 
Suitland,  Maryland.  Local  commands  with  which  claims  under  the 
Public  Vessels  Act  and  the  Suits  in  Admiralty  Act  are  initially  filed, 
typically  retain  copies  of  such  claims  and  accompanying  files.  Offi¬ 
cial  mailing  addresses  of  these  locations  are  included  in  the  Depart¬ 
ment  of  Defense  directory  in  the  appendix  of  this  notice. 

Categories  of  individuals  covered  by  the  system:  All  individuals  who 
have  asserted  claims  under  the  Public  Vessels  Act  and  Suits  in  Ad¬ 
miralty  Act  against  the  Department  of  the  Navy. 

Categories  of  records  in  the  system:  The  files  may  contain  claims 
filed,  correspondence,  investigative  reports,  accident  reports,  medical 
and  dental  records,  x-rays,  allied  reports  (such  as  local  police  in¬ 
vestigations,  etc.),  photographs,  drawings,  legal  memoranda,  opinions 
of  experts,  and  court  documents. 

Authority  for  maintenance  of  the  system:  Admiralty  Claims  Act  (10 

U.S.C.  7622);  5  U.S.C.  301;  44  U.S.C.  3101 


Routine  uses  of  records  maintained  ia  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  use  these  files  in  the  performance  of 
their  official  duties  related  to  the  administrative  evaluation  and  settle¬ 
ment  of  admiralty  claims  asserted  against  the  Navy.  Additionally, 
these  files  are  provided  to  the  Department  of  Justice  to  defend  civil 
maritime  suits  brought  against  the  United  States. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  fas  the  sytem: 

Storage:  Paper  records  in  file  folders  stored  in  file  cabinets  or 
other  storage  devices 

Retrievability:  Filed  alphabetically  by  name  of  claimant 

Safeguards:  Access  to  files  is  controlled  through  maintenance  of 
file  cabinets  or  other  storage  devices  within  the  custody  or  control  of 
authorized  personnel 

Retention  and  disposal:  Records  are  retained  in  active  files  until 
each  claim  is  settled  or  litigation  resulting  therefrom  has  been  con¬ 
cluded.  Thereafter,  the  files  are  maintained  within  the  office  for  two 
years  and  then  retired  to  the  Federal  Records  Center,  Suitland, 
Maryland. 

System  manager! s)  and  address:  Deputy  Assistant  Judge  Advocate 
General  (Admiralty),  Navy  Department,  Washington,  D.C.  20370 

Notification  procedure:  Information  may  be  obtained  from  the 
SYSMANAGER.  Requesting  individuals  should  specify  their  full 
names.  Visitors  should  be  able  to  identify  themselves  by  any  com¬ 
monly  recognized  evidence  of  identity. 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  SYSMANAGER.  Written  requests  for  access  should 
contain  the  full  name  of  the  individual,  current  address  and  telephone 
number,  and  the  serial  code  of  any  prior  correspondence  received 
from  this  office  pertaining  to  the  request.  For  personal  visits,  the  in- 
.  dividual  should  be  able  to  provide  some  acceptable  identification, 
e.g.,  driver’s  license,  etc.,  and  give  some  verbal  information  that 
could  be  verified  in  the  file. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  SYSMANAGER. 

Record  source  categories:  The  sources  of  information  contained  in 
the  files  include  the  following:  x-rays,  medical  and  dental  records 
from  civilian  and  military  doctors  and  medical  facilities;  investigative 
reports;  witnesses;  and  correspondence  from  claimants  and  their 
representatives. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
NQQQ13L 

System  name:  U.S.  Postal  Service  Indemnity  Claims  Files 

System  location:  Office  of  the  Judge  Advocate  General  of  the  Navy 
and  the  Federal  Records  Center,  Suitland,  Maryland. 

Categories  of  individuals  covered  by  the  system:  All  persons  who 
have  filed  claims  with  the  U.  S.  Postal  Service  for  loss  or  damage  to 
mailed  matter,  and  which  claims  have  been  paid  by  the  U.  S.  Postal 
Service  and  thereafter  forwarded  for  reimbursement  by  the  Depart¬ 
ment  of  the  Navy  pursuant  to  39  U.S.C.  712. 

Categories  of  records  in  the  system:  Files  may  contain  claims,  sub¬ 
stantiating  documents.  Navy  investigative  reports  (and  allied  reports 
such  as  U.  S.  Postal  Service  investigative  reports,  legal  memoranda, 
and  correspondence. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  712;  5  U.S.C. 
30;  44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  files  are  used  to  eval¬ 
uate  requests  for  reimbursement  by  the  U.  S.  Postal  Service  for  pay¬ 
ment  on  claims  for  loss  or  damage  to  mailed  matter. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  stored  in  file  cabinets  or 
other  storage  devices.  . 

Retrievability:  Filed  alphabetically  by  name  of  claimant. 

Safeguards:  Access  to  files  is  controlled  through  maintenance  of 
file  cabinets  or  other  storage  within  the  custody  or  control  of 
authorized  personnel. 

Retention  and  disposal:  Minimum-one  year;  maximum-permanent; 
typically  files  located  in  the  Office  of  the  Judge  Advocate  General 
are  transferred  to  the  Federal  Records  Center,  Suitland,  Maryland, 
three  years  after  disposition  of  the  case. 

System  managers)  and  address:  Deputy  Assistant  Judge  Advocate 
General  (Claims),  Navy  Department,  Washington,  D.C.  20370. 
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Notification  procedure:  Information  may  be  obtained  from  the 
SYSMANAGER.  Requesting  individuals  should  specify  only  their 
full  names.  Visitors  should  be  able  to  identify  themselves  by  any 
commonly  recognized  evidence  of  identity. 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  SYSMANAGER.  Written  requests  for  access  should 
contain  the  full  name  of  the  individual,  current  address,  and 
telephone  number,  and  the  serial  code  of  any  prior  correspondence 
received  from  this  office  pertaining  to  the  request.  For  personal 
visits,  the  individual,  e.g.  driver’s  license,  etc.,  and  give  some  verbal 
information  that  could  be  verified  in  the  file. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  SYSMANAGER. 

Record  source  categories:  The  information  in  U.  S.  Postal  Service 
Indemnity  Claims  Files  may  consist  of  claims  filed,  substantiating 
documents,  Navy  investigative  reports,  (and  allied  reports  such  as  U. 
S.  Postal  Service  investigative  reports),  legal  memoranda,  and  cor¬ 
respondence. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00013M 

System  name:  Military  Justice  correspondence  file 

System  location:  Military  Justice  Division,  Office  of  the  Judge  Ad¬ 
vocate  General,  Navy  Department,  Washington,  D.C.  20370.  Cor¬ 
respondence  two  years  old  or  older  is  stored  at  the  Federal  Records 
Center,  Suitland,  Maryland  20409. 

Categories  of  individuals  covered  by  the  system:  Active  duty, 
retired,  and  discharged  Navy  and  Marine  Corps  personnel  who  were 
the  subject  of  military  justice  proceedings. 

Categories  of  records  in  the  system:  File  contains  copy  of  incoming 
correspondence,  all  background  material  necessary  to  answer  the 
correspondence  and  copies  of  letters  replying  to  the  correspondence. 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  No  routine  use  after  cor¬ 
respondence  is  answered. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders. 

Retrievability:  Correspondence  is  kept  in  alphabetical  order  accord¬ 
ing  to  the  last  name  of  the  individual  who  is  the  subject  of  the  cor¬ 
respondence. 

Safeguards:  The  file  cabinet  in  which  the  files  are  stored  is  located 
in  an  office  which  is  under  observation  during  working  hours  by  of¬ 
fice  personnel  and  is  locked  at  night.  The  office  is  located  in  a  secure 
building  which  is  surrounded  by  a  guarded  fence.  The  building  is 
guarded  24  hours  a  day,  and  admission  is  allowed  only  to  personnel 
on  official  business  and  authorized  visitors. 

Retention  and  disposal:  Records  are  maintained  in  office  for  two 
years  and  then  forwarded  to  the  Federal  Records  Center,  Suitland, 
Maryland  20409  for  storage. 

System  managers)  and  address:  The  Judge  Advocate  General, 
Navy  Department,  is  the  overall  policy  official  but  direct  control  is 
exercised  by  the  Deputy  Assistant  Judge  Advocate  General  (Military 
Justice).  Correspondence  to  both  may  be  addressed  to  Navy  Depart¬ 
ment,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
Deputy  Assistant  Judge  Advocate  General  (Military  Justice),  Office 
of  the  Judge  Advocate  General,  Navy  Department,  Washington,  D.C. 
20370.  Information  may  be  obtained  by  written  request  to  the  Judge 
Advocate  General  stating  full  name  of  the  individual  concerned.  Per¬ 
sonal  visits  may  be  made  to  the  Military  Justice  Division,  Office  of 
the  Judge  Advocate  General,  room  2518,  Navy  Annex,  Arlington, 
Virginia.  Individuals  should  have  the  following  items  of  identifica¬ 
tion:  drivers  license  or  military  identification  card. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Records  of  trial  and  correspondence  from 
commands  and  agencies  involved  in  the  matter  which  is  the  subject 
of  the  correspondence. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE. 


N00013N 

System  name:  Personal  injury  and  illness  reports  on  civilian  and  govt- 
service  seaman  employed  on  MSC  ships 
System  location:  Office  of  the  Judge  Advocate  General,  Depart¬ 
ment  of  the  Navy,  Washington,  D.C.  20370 
Categories  of  individuals  covered  by  the  system:  Injured  civilian 
seamen  and  government  service  seamen  employed  by  the  Military 
Sealift  Command  or  its  contract  operators  for  service  on  board  MSC 
ships. 

Categories  of  records  in  the  system:  System  consists  of  preliminary 
personal  injury  and  illness  reports  on  civilian  seamen  and  govern¬ 
ment  service  seamen  employed  by  the  Military  Sealift  Command  or 
its  contract  operators. 

Authority  for  maintenance  of  the  system:  Admiralty  Claims  Act  (10 
U.S.C.  7622);  5  U.S.C.  301;  44  U.S.C.  3101 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  their  performance  of  their  official  du¬ 
ties  related  to  the  administrative  evaluation  and  settlement  of  sub¬ 
sequently  submitted  admiralty  claims  asserted  against  the  Navy.  Ad¬ 
ditionally,  these  reports  may  later  be  provided  to  the  Department  of 
Justice  for  defense  of  civil  maritime  suits  brought  against  the  United 
States. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  stored  in  file  cabinets 
Retrievability:  Filed  by  name  of  injured  seaman  listed  under  each 
particular  MSC  ship  by  date  of  injury. 

Safeguards:  Access  to  files  is  controlled  through  maintenance  of 
file  cabinets  within  the  custody  or  control  of  authorized  personnel. 

Retention  and  disposal:  Reports  are  maintained  in  personal  injury 
report  file  folders  for  a  period  of  two  years  from  the  date  of  particu¬ 
lar  injury  or  illness  and  are,  thereafter,  destroyed  at  the  local  office 
level. 

System  managers)  and  address:  Deputy  Assistant  Judge  Advocate 
General  (Admiralty),  Navy  Department,  Washingtor,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
SYSMANAGER.  Requesting  individuals  should  specify  their  full 
names.  Visitors  should  be  able  to  identify  themselves  by  any  com¬ 
monly  recognized  evidence  of  identity. 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  SYSMANAGER.  Written  requests  for  access  should 
contain  the  full  name  of  the  individual,  current  address  and  telephone 
number,  and  the  serial  code  of  any  prior  correspondence  received 
from  this  office  pertaining  to  the  request.  For  personal  visits,  the  in¬ 
dividual  should  be  able  to  provide  some  acceptable  identification, 
e.g.,  driver’s  license,  etc.,  and  give  some  verbal  information  that 
could  be  verified  in  the  file. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  determinations  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Masters  of  Military  Sealift  Command 
ships;  witnesses;  medical  and  dental  forms;  and  investigative  reports. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00013P 

System  name:  Reservists  Reporting  for  Active  Duty  for  Training, 
Background  Questionnaire 

System  location:  Office  of  the  Judge  Advocate  General  (Code  62), 
Department  of  the  Navy,  Washington,  D.C.  20370 
Categories  of  individuals  covered  by  the  system:  Officers  reporting 
for  duty  in  the  Office  of  the  Judge  Advocate  General 
Categories  of  records  in  the  system:  Name,  designator,  rank,  unit  to 
which  attached,  law  school  attended,  year  admitted  to  practice  and 
State  or  Territory  where  admitted,  and  employment. 

Authority  for  maintenance  of  the  system:  10  USC  806 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  assist  the  Judge  Ad¬ 
vocate  General  in  the  assignment  of  officers. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  stored  in  a  file  cabinet. 

Retrievability:  By  officer’s  name. 

Safeguards:  Records  are  available  only  to  authorized  persons  hav¬ 
ing  a  need  to  know.  Records  are  retained  in  a  room  which  is  locked 
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upon  close  of  business,  and  which  has  the  protection  of  security 
guards. 

Retention  and  disposal:  Records  are  retained  for  two  months  and 
then  destroyed. 

System  manager(s)  and  address:  Deputy  Assistant  Judge  Advocate 
General,  Department  of  the  Navy,  Washington,  D.C.  20370 

Notification  procedure:  Information  may  be  obtained  from  the 
SYSMANAGER 

Record  access  procedures:  Requests  should  be  addressed  to  the 
SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Judge 
Advocate  General  of  the  Navy. 

Record  source  categories:  Information  is  received  from  Reserve  of¬ 
ficers  who  participate  in  the  Naval  Reserve  Law  Programs. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00013Q 

System  name:  Naval  Reserve  Law  Program  Officer  Personnel  Infor¬ 
mation 

System  location:  Office  of  the  Judge  Advocate  General  (Code  62), 
Department  of  the  Navy,  Washington,  D.C.  20370 
Categories  of  individuals  covered  by  the  system:  Applicants  applying 
for  appointment  or  transfer  to  Judge  Advocate  General’s  Corps  of 
the  Naval  Reserve. 

Categories  of  records  in  the  system:  Furnishes  information  as  to  ap¬ 
plicant’s  qualifications  and  intentions  to  affiliate  in  Naval  Reserve 
Law  Program. 

Authority  for  maintenance  of  the  system:  10  USC  806 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  use  required  for 
personnel  management  of  Reserve  Law  Program.  Use  is  required  to 
assist  in  determining  applicant’s  qualification  for  appointment  in  the 
JAG  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  stored  in  a  file  cabinet 
Retrievability:  By  officer’s  name 

Safeguards:  Records  are  available  only  to  authorized  persons  hav¬ 
ing  a  need  to  know.  Records  are  retained  in  a  room  which  is  locked 
upon  close  of  business,  and  which  has  the  protection  of  security 
guards. 

Retention  and  disposal:  Records  are  maintained  for  two  years  and 
then  destroyed. 

System  manager(s)  and  address:  Director,  Reserve  Personnel  Divi¬ 
sion,  Office  of  the  Judge  Advocate  General  (Code  62),  Department 
of  the  Navy,  Washington,  D.C.  20370 
Notification  procedure:  Information  may  be  obtained  from  the 
Judge  Advocate  General  (Code  62),  Room  2431,  Arlington  Annex, 
Department  of  the  Navy,  Washington,  D.C.  20370.  Telephone  (202) 
694-5521 

Record  access  procedures:  Requests  should  be  addressed  to:  Judge 
Advocate  General  (Code  62),  Department  of  the  Navy,  Washington, 
D.C.  20370 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Judge 
Advocate  General  of  the  Navy. 

Record  source  categories:  Information  is  received  from  applicants 
who  are  applying  for  appointment  in  the  Judge  Advocate  Generals’ 
Corps  or  from  reserve  officers  requesting  transfer  to  the  JAG  Corps. 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N00013S 

System  name:  Directory  of  Retired  Regular  and  Reserve  Judge  Ad¬ 
vocates 

System  location:  Office  of  the  Judge  Advocate  General  (Code  61) 
Navy  Department,  Washington,  D.C.  20370 
Categories  of  individuals  covered  by  the  system:  Retired  Officers  of 
the  Judge  Advocate  General’s  Corps 
Categories  of  records  in  the  system:  Name,  SSAN,  Designator,  ad¬ 
dress,  rank,  retirement  date. 

Authority  for  maintenance  of  the  system:  10  USC  5806 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  utilize/assign  retired 
JAG  Corps  officers  to  official  Navy  selection  boards  involving  JAG 
Corps  personnel  and  to  facilitate  location  of  lawyers  throughout  the 
world  with  naval  experience,  which  may  be  utilized  by  the  naval  ser¬ 
vice. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Computer  paper  printouts 

Retrievability:  Computer  paper  printouts  requested  from  the  Bu¬ 
reau  of  Naval  Personnel.  Retirees  are  shown  alphabetically  by  rank. 

Safeguards:  Building  employs  security  guards. 

Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  not  kept  after  person  is  deceased. 

System  managerfs)  and  address:  Deputy  Assistant  Judge  Advocate 
General  (Military  Personnel)  Navy  Department,  Washington,  D.C. 
20370 

Notification  procedure:  Information  may  be  obtained  from  the 
SYSMANAGER 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  SYSMANAGER. 

Personal  visits  may  be  made  to  the  JAG  Personnel  Office,  Room 
2433,  Navy  Annex,  Washington,  D.C.  20370. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Information  received  from  records  held 
by  the  Bureau  of  Naval  Personnel. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N00013T 

System  name:  Office  of  the  Judge  Advocate  General,  Reporting 
Questionnaire 

System  location:  Office  of  the  Judge  Advocate  General,  (Code  61), 
Navy  Department,  Washington,  D.C.  20370 

Categories  of  individuals  covered  by  the  system:  Officers  reporting 
for  duty  in  the  Office  of  the  Judge  Advocate  General. 

Categories  of  records  in  the  system:  Name,  SSAN,  designator,  rank, 
date  of  rank,  branch  of  service,  place  and  date  of  birth,  dependents, 
wife's  name,  height,  weight,  eye  and  hair  color,  home  address  and 
telephone  number,  date  reported,  date  detached,  previous  duty  sta¬ 
tion  and  mode  of  travel. 

Authority  for  maintenance  of  the  system:  10  USC  806 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  assist  Judge  Advocate 
General  in  assignment  ot  officers  within  the  Office  of  the  Judge  Ad¬ 
vocate  General  and  until  recently,  information  also  used  to  assist  of¬ 
ficer  in  obtaining  identification  cards  for  himself  and  dependents. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  kept  in  a  folder  alphabetically,  stored  in  a 
file  cabinet.  **'  atw- 

Retrievability:  By  officer’s  name. 

Safeguards:  Records  are  kept  within  the  JAG  Corps  personnel  of¬ 
fice.  Office  is  locked  at  close  of  business.  No  one  outside  of  JAG 
Corps  personnel  office  is  authorized  access.  Individuals  authorized 
access  are  the  officers  (5)  and  clerical  personnel  (S)  who  work  with 
these  records  on  a  daily  basis.  Buildings  employ  security  guards. 

Retention  and  disposal:  Records  are  destroyed  when  the  officer  is 
transferred  from  the  Office  of  the  Judge  Advocate  General. 

System  manageris)  and  address:  Deputy  Assistant  Judge  Advocate 
General  (Military  Personnel)  Navy  Department,  Washington,  D.C. 
20370 

Notification  procedure:  Information  may  be  obtained  from  the 
SYSMANAGER 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Information  submitted  by  the  officer 
upon  his  reporting  for  duty  in  the  Office  of  the  Judge  Advocate 
General. 
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Systems  exempted  from  certain  provisions  of  the  act:  None. 

N0001310 

System  name:  Physical  disability  evaluation  proceedings 

System  location:  Central  Records  Section,  Office  of  the  Judge  Ad¬ 
vocate  General,  Department  of  the  Navy,  Washington,  D.  C.  20370 

Categories  of  individuals  covered  by  the  system:  All  Navy  and 
Marine  Corps  personnel  who  have  been  considered  by  a  Physical 
Evaluation  Board  for  separation  or  retirement  by  reason  of  physical 
disability  (including  those  found  fit  for  duty  by  such  boards). 

Categories  of  records  in  the  system:  File  contains  medical  board  re¬ 
ports;  statements  of  findings  of  physical  evaluation  boards;  medical 
reports  from  Veterans’  Administration  and  civilian  medical  facilities; 
copies  of  military  health  records;  copies  of  JAG  Manual  investiga¬ 
tions;  copies  of  prior  actions  taken  in  the  case;  transcripts  of  physi¬ 
cal  evaluation  board  hearings;  rebuttals  submitted  by  the  party;  intra 
and  interagency  correspondence  concerning  the  case;  correspondence 
from  and  to  the  party,  members  of  Congress,  attorneys,  and  other  in¬ 
terested  parties;  and  documents  concerning  the  appointment  of 
trustees  for  mentally  incompetent  service  members. 

Authority  for  maintenance  of  the  system:  10  U.S.C.  1216  and  10 
U.S.C.  5148 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Department  of  the  Navy  - 
Used  by  personnel  in  the  performance  of  their  official  duties  to 
determine  fitness  for  duty  or  eligibility  for  separation  or  retirement 
due  to  physical  disability  of  Navy  and  Marine  Corps  personnel,  by 
establishing  the  existence  of  disability,  the  degree  of  disability,  and 
the  circumstances  under  which  the  disability  was  incurred. 

Veterans’  Administration  -  To  verify  information  of  service  con¬ 
nected  disabilities  in  order  to  evaluate  applications  for  veterans’ 
benefits. 

Office  of  the  Judge  Advocate  General  •  Used  by  personnel  in  the 
performance  of  their  official  duties  relating  to  legal  review  of  disa¬ 
bility  evaluation  proceedings;  response  to  official  inquiries  concern¬ 
ing  the  disability  evaluation  proceedings  of  particular  service  person¬ 
nel;  to  obtain  information  in  order  to  initiate  claims  against  third 
parties  for  recovery  of  medical  expenses  under  the  Medical  Care 
Recovery  Act  (42  U.S.C.  2651-53);  and  to  obtain  information  on  per¬ 
sonnel  determined  to  be  mentally  incompetent  to  handle  their  own 
financial  affairs,  in  order  to  appoint  trustees  to  receive  their  retired 
pay. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  by  year  of  initial  disability  processing,  and 
alphabetically  by  name  within  that  year. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel. 

Retention  and  disposal:  Records  are  permanent.  They  are  retained 
in  the  JAG  Central  Records  Section  for  six  years.  After  that  time, 
they  are  sent  to  the  Federal  Records  Center,  Suitland,  Maryland. 

System  managers)  and  address:  Director,  Office  of  Naval  Disabili¬ 
ty  Evaluation,  800  North  Quincy  Street,  Arlington,  Virginia  22217. 

Notification  procedure:  Information  may  be  obtained  from  Office  of 
the  Judge  Advocate  General  (Code  12),  Department  of  the  Navy, 
Washington,  D  C.  20370.  Telephone  202/694-5427. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  military  grade  or  rate,  and  date  of  birth. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  such  as  a  military  identification  card  (active 
duty  or  retired)  or  a  driver’s  license. 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Office  of  the  Judge  Advocate  General  (Code  12),  Depart¬ 
ment  of  the  Navy,  Washington,  D.  C.  20370. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Military  medical  boards  and  medical 
facilities;  Veterans'  Administration  and  civilian  medical  facilities; 
Physical  Evaluation  Boards  and  other  activities  of  the  Office  of 
Naval  Disability  Evaluation;  the  Bureau  of  Medicine  and  Surgery; 
the  Fiduciary  Affairs  Section;  Navy  and  Marine  Corps  local  com¬ 
mand  activities;  other  activities  of  the  Department  of  Defense;  and 
correspondence  from  private  counsel  and  other  interested  persons. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 


N0001314 

System  name:  JAG  Corps  Officer  Personnel  Information 
System  location:  Office  of  the  Judge  Advocate  General  (Code  61) 
Navy  Department,  Washington,  D.C.  20370 
Categories  of  individuals  covered  by  the  system:  Active  Duty  Of¬ 
ficers  in  the  Judge  Advocate  General’s  Corps,  Active  Duty  Officers 
in  the  Law  Education  and  Excess  Leave  Programs 

Categories  of  records  in  the  system:  Name,  DOB,  SSAN, 
USN/USNR,  Desig,  Rank,  State  bar  membership  and  year  admitted, 
wife’s  name.  No.  of  dependents,  lineal  listing  by  year  group,  duty  as¬ 
signment,  arrival  and  rotation  dates,  release  date  if  applicable 
Authority  for  maintenance  of  the  system:  10  USC  806 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  use  required  for 
personnel  management  of  Navy  JAG  Corps  personnel  as  the  Judge 
Advocate  General  is  statutorily  required  to  make  recommendation  on 
the  assignment  of  all  active  duty  JAG  Corps  officers.  Use  is  required 
to  determine  qualification  of  an  officer  to  receive  a  JAG  Corps 
designation  and  to  be  certified  as  a  trial  or  defense  counsel.  Use  is 
further  required  to  determine  the  rotation  dates  and  release  from  ac¬ 
tive  duty  dates  of  JAG  Corps  officers  as  well  as  the  date  new  of¬ 
ficers  will  be  available  for  duty.  This  information  is  then  utilized  to 
prepare  JAG  Corps  strength  plans  for  submission  to  OPNAV.  Use  is 
also  required  to  obtain  an  officer’s  preference  for  duty  assignment  as 
well  as  eligibility  for  consideration  for  post-graduate  education  and 
overseas  assignments.  Certain  of  this  information  is  promulgated  to 
all  active-duty  JAG  Corps  officers  in  a  semi-annual  publication 
known  as  the  Directory  of  Navy  Judge  Advocates.  The  information 
is  promulgated  for  informational  purposes  so  that  officers  can  deter¬ 
mine  what  positions  (billets)  might  be  available  should  they  desire 
rotation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Computer  strips  kept  on  a  strip  file  (wheel)  and  paper 
records  kept  in  a  folder  identified  by  the  officer’s  name  kept  in  file 
cabinets. 

Retrievability:  By  officer’s  name,  folders  are  filed  alphabetically. 
Safeguards:  Records  are  kept  within  the  JAG  Corps  personnel  of¬ 
fice.  Office  is  locked  at  close  of  business.  No  one  outside  of  JAG 
Corps  personnel  office  is  authorized  access.  Individuals  authorized 
access  are  the  officers  (5)  and  clerical  personnel  (5)  who  work  with 
these  records  on  a  daily  basis.  Buildings  employ  security  guards. 

Retention  and  disposal:  Upon  release  from  active  duty,  records  are 
kept  three  years  and  then  destroyed.  Upon  retirement  from  active 
duty,  records  are  maintained  indefinately. 

System  managers)  and  address:  The  Judge  Advocate  General, 
Navy  Department,  Washington,  D.C.  20370 
Notification  procedure:  Information  may  be  obtained  from: 

Judge  Advocate  General 
Navy  Department 
Code  61,  Room  2433,  Navy  Annex 
Washington,  D.C.  20370 
Telephone:  Area  Code  202/0X4-4818 
Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to: 

Judge  Advocate  General 
Navy  Department 
Code  61 

Washington,  D.C.  20370 

Personnel  visits  may  be  made  to  the  JAG  Personnel  Office,  Room 
2433,  Navy  Annex,  Washington,  D.C.  20370. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Judge 
Advocate  General  of  the  Navy. 

Record  source  categories:  Information  submitted  by  the  officer 
upon  his  successful  completion  of  law  school  and  admission  to  the 
bar,  orders  to  active  duty  and  subsequent  transfer  orders,  computer 
strips  provided  by  the  Bureau  of  Naval  Personnel  on  all  active  duty 
officers. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N000140NR723- 1 

System  name:  Naval  Research  Reserve  Program  Personnel  Account¬ 
ing  System 

System  location:  Office  of  Naval  Research  800  North  Quincy  st. 
Arlington,  VA  22217 


FEDERAL  REGISTER  VOL  40,  NO.  160 -MONDAY,  AUGUST  It,  1975 


35896 


DEPARTMENT  OF  DEFENSE 


Categories  of  individuals  covered  by  the  system:  Research  reserve 
personnel,  officer  and  enlisted 

Categories  of  records  in  the  system:  Military  identification  informa¬ 
tion,  including  Naval  Officer  Billet  Codes,  plus  professional  qualifi¬ 
cations  information,  including  education  and  occupation 
Authority  for  maintenance  of  the  system:  S  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Mobiliazation  plannng,  ac¬ 
tive  duty  for  training  order  endorsements,  preparation  of  Quarterly 
Reserve  Status  Report  on  Readiness  of  Reserve  for  the  Chief  of 
Naval  Research  (CNR),  Research  Reserve  Annual  Report  for  CNR 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Punched  cards,  printouts,  printed  forms  (NAVSO  1080/2 
and  1080/2A) 

Retrievability :  Name,  rank,  designator,  NOBC’s,  education,  major 
subject,  First  Navy  qualification,  first  job  function,  reserve  unit  af¬ 
filiation 

Safeguards:  Records  kept  in  controlled  access  building,  controlled 
computer  spaces,  file  cabinets  in  limited  access  offices 

Retention  and  disposal:  Physically  destroyed  annualy  when  new 
questionnaire  forms  are  received 

System  manager(s)  and  address:  Research  Reserve  Coordinator, 
Code  723  Office  of  Naval  Research  Arlington,  VA  22217 
Notification  procedure:  Write  to  SYSMANAGER,  giving  full  name, 
rank,  SSN.  Visit  Office  at  above  address,  showing  Naval  Research 
ID  Card. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager 
Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Qualifications  Questionnaire  Naval 
Reserve  Research  Program,  NAVSO  form  1080/2 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N000140NR400-1 

System  name:  Principal  investigator  record  of  active  contracts 
System  location:  Office  of  Naval  Research,  Code  400rl,  Arlington, 
Virginia  22217 

Categories  of  individuals  covered  by  the  system:  Names  of  principal 
investigators  with  active  contracts  in  ONR  with  Asst.  Chief  for 
Research  and  Asst.  Chief  for  Technology 
Categories  of  records  in  the  system:  3x3  index  cards  arranged 
alphabetically  by  principal  investigators’  names 
Authority  for  maintenance  of  the  system:  5  USC  301,  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to:  (a)  Determine 
whether  an  individual  has  a  contract  with  the  Office  of  Naval 
Research,  (b)  Cross-reference  identifying  information  on  technical 
supports.  The  record  is  used  by  personnel  in  the  immediate  office. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  3x3  index  cards  arranged  alphabetically  in  an  open  metal 
tray 

Retrievability:  Name 
Safeguards:  Locked  file  cabinets 

Retention  and  disposal:  Maintained  as  long  as  contract  is  on-going; 
when  contract  expires,  cards  are  put  in  office  waste  basket 
System  managers)  and  address:  Asst.  Chief  for  Research  Office  of 
Naval  Research,  Arlington,  Va.  22217 
Notification  procedure:  Inquires  should  be  made  in  writing  or  by 
telephone  to  Office  of  Naval  Research  (Code  400rl),  Arlington,  Va. 
22217  phone:  202-692-4108 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  systems  manager 
Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager 

Record  source  categories:  Procurement  request  for  contract  work 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N 00015.  050101 

System  name:  Reserve  Personnel  History  File 


System  location:  Naval  Intelligence  Command  2461  Eisenhower 
Avenue  Alexandria,  Virginia  22331 

Categories  of  individuals  covered  by  the  system:  All  officers  and  en¬ 
listed  personnel  of  the  Naval  Reserve  Intelligence  Program 

Categories  of  records  in  the  system:  File  contains  information  relat¬ 
ing  to  the  individual’s  residence  history,  education,  professional 
qualifications,  occupational  history,  foreign  country  travel  and 
knowledge,  foreign  language  capabilities,  history  of  active  military 
duty  assignments  and  military  reserve  active  duty  training  and 
background  investigation  information. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  amended;  5  U.S.C.  301  Departmental  Regulations;  10  U.S.C. 
503  Department  of  the  Navy  10  U.S.C.  6011  Departmental  Regula¬ 
tions;  44  USC  3101,  Records  Management  by  Federal  Agencies; 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Reserve  Personnel 
History  File  is  maintained  for  the  purposes  of  determining  qualifica¬ 
tions  for  members  of  the  Naval  Reserve  Intelligence  Program  and 
providing  a  personnel  management  device  for  career  development 
programs,  manpower  and  personnel  requirements  for  program  activi¬ 
ties  assignment  of  support  projects  of  the  reserve  program,  and  mo¬ 
bilization  planning  requirements.  This  information  may  be  provided 
to  the  department  of  Defense  and  components  therof  for  research, 
analysis,  evaluation  and  utilization  of  the  information  and  for  such 
other  matters  as  may  be  necessary  to  fulfill  the  responsibilities  of  the 
Department  of  Defense  and  the  components  therof.  By  other  ap¬ 
propriate  federal  agencies  who  may  require  the  information  to  fulfil 
such  agencies’  legal  responsibilities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Computerized  magnetic  tapes 

Retrievability:  The  file  can  be  accessed  for  each  file  element  or 
any  combination  therof 

Safeguards:  GSA  approved  security  containers  located  in  controlled 
access  spaces. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  managers)  and  address:  Commander,  Naval  Intelligence 
Command  2461  Eisenhower  Avenue  Alexandria,  Virginia  22331 

Notification  procedure:  Information  may  be  obtained  by  written 
request  to  the  System  Manager,  giving  full  name,  residence  address 
and  date  and  place  of  birth.  A  notarized  statement  may  be  required 
for  identity  verification. 

Record  access  procedures:  The  Agencv’s  rales  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Reserve  Personnel  History  File  data  sub¬ 
mitted  by  the  individual;  background  investigation  reports  from  the 
Naval  Investigative  Service. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00015.00K1 

System  name:  Special  Intelligence  Personnel  Access  File 

System  location:  Naval  Intelligence  Command,  2461  Eisenhower 
Avenue,  Alexandria,  Va.  22331 

Categories  of  individuals  covered  by  the  system:  All  civilian  and 
military  personnel  of  the  Department  of  the  Navy  and  contractors 
and  consultants  of  the  Department  of  the  Navy. 

Categories  of  records  in  the  system:  Records  pertaining  to  the  eligi¬ 
bility  of  Department  of  the  Navy  personnel  (civilian,military,  con¬ 
tractor  and  consultant)  to  be  granted  access  to  Special  Intelligence 
which  include  documents  of  nomination,  personal  history  statements, 
background  investigation  date  and  character,  narrative  memoranda  of 
background  investigation,  eligibility  documents  for  access  to  special 
intelligence,  proof  of  indoctrination  and  debriefings  as  applicable  and 
record  of  hazardous  activity  restrictions  assigned. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  amended;  5  U.S.C.  301,  Departmental  regulations;  10  U.S.C. 
503,  Department  of  the  Navy;  10  U.S.C.  6011,  Navy  Regulations;  44 
U.S.C.  3101,  Records  Management  by  federal  agencies;  Executive 
Order  11652,  classification  and  declassification  of  National  Security 
Information  and  Material. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Special  Intelligence 
Personnel  Access  File  is  maintained  for  the  purpose  of  permitting  a 
determination  of  an  individual’s  eligibility  for  access  to  Special  Intel- 
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ligence  information.  This  information  may  be  provided  to  the  Depart¬ 
ment  of  Defense  and  all  its  components,  the  Central  Intelligence 
Agency,  the  Federal  Bureau  of  Investigation,  the  National  Security 
Agency,  the  Energy  Research  and  Development  Administration,  the 
United  States  Treasury  Department,  the  Department  of  State,  and  to 
any  other  Federal  agency  establishing  a  need  to  know  for  the  per¬ 
formance  of  their  assigned  responsibilities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Active  files  consist  of  paper  records  in  file  folders  and 
computerized  tapes.  Inactive  files  are  retained  on  microfiche. 

Retrievability:  Records  are  filed  alphabetically  by  last  name  of  the 
individual. 

Safeguards:  GSA  approved  containers  located  in  controlled  access 
spaces. 

Retention  and  disposal:  Records  are  retained  indefinitely.  Inactive 
files  are  retained  on  microfiche. 

System  manager(s)  and  address:  Commander,  Naval  Intelligence 
Command,  2461  Eisenhower  Avenue,  Alexandria,  Virginia  22331 

Notification  procedure:  Information  may  be  obtained  by  written 
request  to  the  system  manager,  giving  full  name,  residence  address 
and  date  and  place  of  birth.  A  notarized  statement  may  be  required 
for  identity  verification. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  catejgories:  Personal  History  Statement  and  related 
forms  from  the  individual.  Access  forms  and  documents  prepared  by 
the  system  manager.  Correspondence  between  system  manager  and 
activities  requesting  access  status. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  S  U.S.C.  3S2  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N00015.0N153-1A 

System  name:  Status  of  Downed  Naval  Aviation  Personnel,  Southeast 
Asia  Operations 

System  location:  Primary  Central  System  -  Naval  Intelligence  Com¬ 
mand,  2461  Eisenhower  Avenue,  Alexandria,  Va.  22331  Decentral¬ 
ized  Segments  -  Center  for  Prisoner  of  War  Studies,  Naval  Health 
Research  Center,  San  Diego,  Ca.  92152;  Fleet  Aviation  Special 
Operations  Training  Group,  Atlantic,  Detachment  Brunswick,  Naval 
Air  Station,  Brunswick,  Ma.  04011;  Fleet  Aviation  Special  Operations 
Training  Group,  Pacific,  Naval  Air  Station  North  Island,  San  Diego, 
Ca.  92135 

Categories  of  individuals  covered  by  the  system:  Military  and  civilian 
personnel  of  the  Department  of  the  Navy  who  were  reported  as 
either  killed  in  action,  missing  in  action,  prisoner  of  war  or  recovered 
prisoner  of  war  in  the  Southeast  Asia  area  since  June  1964  and 
repatriated  civilian  prisoners  who  were  debriefed  by  Navy  personnel 
at  the  request  of  the  Department  of  State. 

Categories  of  records  in  the  system:  File  contains  tape  recordings, 
detailed  written  summaries  and  brief  daily  reports  of  the  debriefing 
of  all  personnel  described  above.  In  addition  the  file  contains  in¬ 
dividual  folders  and  a  Navy  publication  listing  and  containing  infor¬ 
mation  pertaining  to  military  and  civilian  personnel  of  the  Depart¬ 
ment  of  the  Navy  described  above.  An  automated  index  of  the  infor¬ 
mation  contained  in  the  records  by  subject  categories  is  currently 
being  prepared. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  amended;  10  U.S.C.  503,  Department  of  the  Navy;  10  U.S.C. 
6011,  Navy  Regulations;  5  U.S.C.  301,  Departmental  Regulations;  44 
U.S.C.  3101,  Records  management  by  Federal  Agencies; 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  By  the  Department  of 
Defense  and  components  therof  for  research  analysis,  evaluation  and 
utilization  of  the  information:  for  purposes  of  developing  and 
evaluating  plans,  policies,  procedures,  training  and  treatment  pertain¬ 
ing  to  survival,  rescue,  evasion,  captivity,  human  behavior  and  re¬ 
lated  matters;  for  purposes  of  fulfilling  intelligence  requirements  and 
matters  related  thereto;  for  purposes  of  determining  the  status  of 
those  personnel  considered  missing  and  matters  related  thereto;  for 
purposes  of  determining  treatment  of  American  prisoners  of  war;  for 
historical  and  statistical  purposes;  for  purposes  of  aircraft  vulnera¬ 
bility  and  safety  studies  and  matters  related  thereto;  and  for  such 
other  matters  as  may  be  necessary  to  fulfill  the  responsibilities  of  the 


Department  of  Defense  and  the  components  thereof.  By  contractors 
of  and  consultants  to  the  Department  of  Defense  and  components 
therof  for  the  purposes  stated  above.  By  the  Department  of  State, 
the  Department  of  Justice,  the  Central  Intelligence  Agency,  the 
United  States  Intelligence  Board,  the  National  Security  Agency,  the 
Veterans  Administration  and  other  appropriate  Federal  agencies  who 
may  require  the  information  to  fulfill  such  agencies  legal  responsibili¬ 
ties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Publications,  paper  records  in  file  folders,  magnetic 
recorder  tapes,  punched  cards,  written  reports  and  messages. 

Retrievability:  Alphabetically  by  last  name. 

Safeguards:  Records  are  stored  in  locked  files  in  a  controlled  ac¬ 
cess  area  and  are  accessible  only  to  authorized  personnel  with  proper 
security  clearance  and  the  need  for  access. 

Retention  and  disposal:  Records  are  permanent.  They  will  be 
retained  indefinitely  for  as  long  as  requirements  for  the  information 
exist  and  then  subsequently  retired  to  the  Washington  National 
Records  Center. 

System  managers)  and  address:  Commander,  Naval  Intelligence 
Command,  2461  Eisenhower  Avenue,  Alexandria,  Va.  22331 

Notification  procedure:  An  individual  can  determine  whether  the 
system  contains  records  pertaining  to  him  by  making  a  request  in 
writing  to  the  system  manager.  The  written  request  should  contain 
the  individual’s  full  name,  current  residence  address  and  telephone 
number,  and,  if  applicable,  his  military  service  number. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Most  of  the  information  in  the  system 
was  obtained  from  the  individual  concerned.  However,  numerous 
diverse  sources  were  utilized  to  develop  information  pertaining  to  the 
status  of  the  individuals  reported  as  a  prisoner  of  war  or  as  missing 
in  action. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N000I5.050I02 

System  name:  Intelligence  Reserve  Personnel  Management  File 

System  location:  Naval  Intelligence  Command,  2461  Eisenhower 
Avenue,  Alexandria,  Va.  22331 

Categories  of  individuals  covered  by  the  system:  All  officers  and  en¬ 
listed  personnel  of  the  Naval  Reserve  Intelligence  Program 

Categories  of  records  in  the  system:  File  contains  information  relat¬ 
ing  to  the  individual’s  residence  history,  education,  professional 
qualifications,  occupational  history,  foreign  country  travel  and 
knowledge,  foreign  language  capabilities,  history  of  active  military 
duty  assignments  and  military  reserve  active  duty  training, 
background  investigation  information,  qualifications  for  active  milita¬ 
ry  duty  assignments  and  military  promotions. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  amended;  5  U.S.C.  301,  Departmental  regulations;  10  U.S.C. 
503,  Department  of  the  Navy;  10  U.S.C.  6011,  Navy  Regulations;  44 
U.S.C.  3101,  Records  Management  by  federal  agencies; 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  files  are  maintained 
for  the  purposes  of  determining  qualifications  for  members  of  the 
Naval  Reserve  Intelligence  Program  and  providing  a  personnel 
management  device  for  career  development  programs,  manpower  and 
personnel  requirements  for  program  activities,  assignment  of  support 
projects  of  the  reserve  program,  and  mobilization  planning  require¬ 
ments.  This  information  may  be  provided  to  the  Department  of 
Defense  and  components  thereof  for  research,  analysis,  evaluation 
and  utilization  of  the  information  and  for  such  other  matters  as  may 
be  necessary  to  fulfill  the  responsibilities  of  the  Department  of 
Defense  and  the  components  thereof.  By  other  appropriate  federal 
agencies  who  may  require  the  information  to  fulfill  such  agencies’ 
legal  responsibilities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Alphabetically  by  last  name. 

Safeguards:  GSA  approved  security  containers  located  in  controlled 
access  spaces. 
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Retention  and  disposal:  Records  are  retained  indefinitely 
System  managers)  and  address:  Commander,  Naval  Intelligence 
Command  2461  Eisenhower  Avenue,  Alexandria,  Virginia  22331 
Notification  procedure:  Information  may  be  obtained  by  written 
request  to  the  System  Manager,  giving  full  name,  residence  address 
and  date  and  place  of  birth.  A  notarized  statement  may  be  required 
for  identity  verification. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager 
Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager 
Record  source  categories:  Reserve  Personnel  History  File  data  sub¬ 
mitted  by  the  individual;  correspondence  regarding  individual’s  mili¬ 
tary  and  civilian  qualifications;  letters  from  the  Department  of  the 
Navy  regarding  promotions. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00018 

System  name:  Laboratory  Information  System  (LABIS) 

System  location:  National  Naval  Medical  Center,  Bethesda,  Mary¬ 
land,  Naval  Regional  Medical  Centers,  and  National  Personnel 
Records  Center,  St.  Louis,  Missouri 
Categories  of  individuals  covered  by  the  system:  All  personnel  enti¬ 
tled  to  participate  in  the  military  health  benefits  program  who  have 
appeared  at  NNMC  for  treatment  are  registered  in  the  system; 
laboratory  results  are  stored  for  those  personnel  who  have  had 
procedures  performed. 

Also,  personnel  who  have  had  specimens  referred  to  NNMC  for  a 
procedure  by  another  facility  are  temporarily  registered  by  the 
system.  Active  Duty  and  Dependents  Retired  and  Dependents  Depen¬ 
dents  of  Deceased  Personnel  Foreign  Personnel  (Diplomatic)  Civil 
Service  Examinees  Other  Beneficiaries 
Categories  of  records  in  the  system:  Patient  Identification  records 
are  stored  for  all  personnel  registered  in  the  data  base.  Patient  Test 
Result  records  are  stored  temporarily  on-line  and  then  placed  in  off¬ 
line  storage.  Printed  displays  are  filed  in  the  patient  chart  and  are 
considered  a  part  of  the  medical  record.  Laboratory  Operating 
Records  are  maintained  for  control  of  requested  procedures  from 
order  to  final  report;  a  variety  of  working  documents  are  produced 
therefrom.  Statistical  and  Quality  Control  (nonpatient  oriented) 
records  are  stored  to  meet  professional  and  management  require¬ 
ments. 

Authority  for  maintenance  of  the  system:  U.S.  Code  Title  44,  Sec¬ 
tion  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  collected 
for  the  purpose  of  returning,  to  requesting  providers  of  health  care 
services,  property  identified  and  formatted  data  depicting  physiologi¬ 
cal  states  as  measured/identified  by  recognized  clinical  procedures. 

Users  are  health  care  providers  and  medical  students  and 
researchers.  Access  is  controlled  by  the  Manual  of  the  Medical  De¬ 
partment.  Records  may  be  reviewed  by  committees  and/or  profes¬ 
sional  certifying  bodies.  Laboratory  staff  personnel  use  the  data  base 
as  the  source  of  worklists,  for  tracking  changes  in  determinations, 
for  answering  inquiries,  and  to  maintain  control  of  the  operations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  computer  retains  on-line  a  registration  file  of  current 
(activity  within  one  year)  patients;  laboratory  findings  for  inpatients: 
up  to  30  days  after  discharge  or  last  result  entry,  for  outpatients:  up 
to  90  days  after  last  result  entry;  and  a  variety  of  operational,  quality 
control,  and  statistical  accumulations  for  brief  periods.  Paper  labora¬ 
tory  records  are  stored  in  the  patient  chart  and  subject  to  the  same 
restrictions  as  the  chart,  a  daily  log  of  laboratory  results  is  retained 
in  a  paper  fonn  for  five  years.  Magnetic  tapes  are  used  for  storage  of 
all  data  listed  above. 

Retrievability:  Data  is  accessed  by  family  member  prefix  and  So¬ 
cial  Security  number,  which  are  used  as  the  military  identification 
number.  Searches  by  name  lead  to  the  number  which  then  serves  as 
the  access  to  the  ADP  file(s).  Pseudo  numbers  are  assigned  to  foreign 
personnel  and  other  entitled  beneficiaries  not  having  a  Social  Securi¬ 
ty  number.  Laboratory  logs  are  printed  daily  and  are  sorted  by  name. 

Safeguards:  The  computer  is  located  in  an  area  observable  by 
laboratory  staff  24  hours  a  day,  7  days  a  week,  but  not  accessible  to 
the  public.  Remote  terminals  are  either  receive-only  or  can  respond 
to  a  command  from  the  system  but  cannot  demand  access  to  it.  Pass¬ 


words  are  required  after  a  sign  in  procedure.  Manual  records  and 
computer  printouts  are  available  only  to  authorized  personnel  and 
subject  to  the  protection  afforded  medical  records.  Functions  allowed 
from  any  terminal  are  controlled  by  tables. 

Retention  and  disposal:  Computer  data  is  retained  as  follows: 

ID  data-1  year  after  last  contact,  then  destroyed 

Inpatient  Results-30  days  after  discharge/last  result,  then  placed 
on  magnetic  tapes,  maximum  retention  specified. 

Outpatient  Results-90  days  after  last  result,  then  placed  on  mag¬ 
netic  tape,  maximum  retention  not  specified.  Workload  date-Varying 
time  frames,  generally  30  days  (includes  Quality  Control). 

Printed  reports  are  retained  as  follows:  Interm  patient  reports-at 
physician's  option  generally  short  term,  then  destroyed. 

Patient  Reports-Same  as  Medical  Records  (archived),  typically 
retained  5  years  and  then  shipped  to  National  Personnel  Records 
Center.  Workload  Reports-S  days  to  5  years  for  management  data, 
then  destroyed.  Laboratory  log--3  years,  then  destroyed.  Census  Re- 
ports-Short  term,  then  destroyed. 

System  manager! s)  and  address:  The  Chief  of  the  Bureau  of 
Medicine  and  Surgery,  Department  of  the  Navy,  23rd  and  E  Streets, 
N.W.,  Washington,  D.C.  20372,  Commanding  Officer,  National  Naval 
Medical  Center  and  Naval  Regional  Medical  Centers,  and  the 
Director,  National  Personnel  Records  Center,  111  Winnebago  St.,  St. 
Louis,  Missouri  63118 

Notification  procedure:  Request  should  be  addressed  to  the  Chief, 
Bureau  of  Medicine  and  Surgery,  Department  of  the  Navy,  23rd  and 
E  Streets,  N.W.,  Washington,  D.C.  20372.  The  letter  should  contain 
the  full  name  and  Social  Security  account  number  and/or  service 
number  of  the  requestor  and  his  signature. 

Record  access  procedures:  Information  may  be  obtained  from: 
Chief,  Bureau  of  Medicine  and  Surgery,  Department  of  the  Navy, 
23rd  and  E  Streets,  N.W.,  Washington,  D.C.  20372  Telephone-Area 
Code  202/254-4186  Written  requests  should  contain  the  full  name  and 
Social  Security  account  number  and/or  service  number  of  the 
requestor  and  his  signature. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Demographic  data  is  provided  by  the  in¬ 
dividual  at  time  of  registration/  admission,  or  by  next  of  kin  or  other 
source  if  the  patient  is  not  able  to  communicate.  The  laboratory 
•request  slip  may  have  the  data  imprinted  thereon.  Laboratory 
findings  are  entered  by  Laboratory  technicians  and  by  accessioning 
personnel. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00018  01 

System  name:  N00018  Medical  Department  Training  Records  System 

System  location:  Bureau  of  Medicine  and  Surgery,  Navy  Depart¬ 
ment,  Washington,  D.C.  Bureau  of  Naval  Personnel,  Navy  Depart¬ 
ment,  Washington,  D.C.  Naval  Reserve  Personnel  Center,  Naval 
Training  Center,  Bainbridge,  Md.  Bureau  of  Medicine  and  Surgery 
Managed  Education  and  Training  Activities  (Mailing  addresses  are 
listed  in  the  directory  of  Department  of  the  Navy  mailing  addresses 
in  the  Appendex  to  the  Component  System  Notice).  Various  Colleges 
and  Universities  Affiliated  with  BUMED  managed  Training  Activities 

Categories  of  individuals  covered  by  the  system:  Navy,  Navy 
Reserve,  other  Armed  Forces,  and  Civilian 

Categories  of  records  in  the  system:  System  comprises  of  automated 
and  non-automated  records  reflecting  information  pertaining  to  in¬ 
dividual  identification  factors,  prior  and  current  education  and  train¬ 
ing,  and  professional  accomplishments. 

Authority  for  maintenance  of  the  system:  5  USC  301  Department 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Military  and  civilain  em¬ 
ployees  of  BUMED.  BUPERS,  and  BUMED-managed  education  and 
training  activities  in  the  performance  of  their  official  duties  related  to 
the  screening,  evaluating  and  selection  of  candidates  for  scholarship 
program;  continuing,  short  course,  and  graduate  education  and  train¬ 
ing;  and  for  academic  review  boards  when  students  are  unable  to 
complete  the  course  for  various  reasons. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  maintained  in  automated  systems  form,  file 
folders  in  standard  file  cabinets  and  visual  5x8  cardex  references. 

Retrievability:  Automated  records  are  retrieved  by  training,  educa¬ 
tion  program,  student  social  security  number,  or  name.  Manual 
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systems  are  retrieved  by  training  or  educational  program,  name  and 
social  security  number. 

Safeguards:  Records  systems  are  maintained  in  office  spaces  con¬ 
trolled  by  office  personnel  during  working  hours,  and  by  locks  and 
roving  security  personnel  after  working  hours. 

Retention  and  disposal:  Permanent  records  are  maintained  by 
BUMED.  BUMED  managed  training  and  educational  facilities  main¬ 
tain  working  copies  of  educational/  training  records  for  approximate¬ 
ly  five  years  for  statistical  and  credentialing  purposes  after  which 
records  may  be  destroyed. 

System  manager(s)  and  address:  Chief,  Bureau  of  Medicine  and 
Surgery,  Navy  Department,  Washington,  D.C.  20372. 

Notification  procedure:  Requests  should  be  addressed  to  Chief,  Bu¬ 
reau  of  Medicine  and  Surgery,  Navy  Department,  Washington,  D.C. 
20372,  and  contain  the  school/training/  educational  facility  attended, 
full  name,  social  security  number,  and  signature  of  requerster.  The 
individual  may  visit  BUMED  or  the  individual  BUMED  managed 
education  facility  and  must  possess  proof  of  identification  in  the 
form  of  driver’s  license  or  Military  DOD  ID  Card,  or  other  informa¬ 
tion  that  will  positively  identify  requester. 

Record  access  procedures:  Information  may  be  obtained  from 
Chief,  Bureau  of  Medicine,  Navy  Department,  Washington  D.C. 
20372  Telephone  AC  202  254-4279  AUTOVON  249-4279 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Military  personnel  records,  civilian  per¬ 
sonnel  records,  and  other  educational  institutions. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00018  02 

System  name:  Bureau  of  Medicine  and  Surgery  Personnel  Manage¬ 
ment  Information  System 

System  location:  Bureau  of  Medicine  and  Surgery-controlled  field 
activities.  Addresses  listed  in  the  Department  of  the  Navy  directory 
of  mailing  addresses  appendix  to  the  Component  Systems  Notice. 

Categories  of  individuals  covered  by  the  system:  Active  duty  Navy 
medical  officers 

Categories  of  records  in  the  system:  Professional  Performance  Data 
Sheet  (NAVMED  1611/1  Rev  7/74);  Report  of  Off-Duty  Remunera¬ 
tive  Professional  Civilian  Employment  by  Officers  of  the  Medical 
Department  (BUMEDNOTE  1610,  22  Jan  75);  listing  of  Surgical  and 
Surgical  Support  Team  Personnel. 

Authority  for  maintenance  of  the  system:  Title  10,  U.S.  Code 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Professional  aspect  of  of¬ 
ficer  assignment;  statistical  evaluation  of  off-duty  professional  em¬ 
ployment;  surgical  team  contingency  planning;  user  is  Medical  Corps 
Division,  BUMED. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Maintained  in  filing  cabinets. 

Retrievability:  Last  name 

Safeguards:  Locked  cabinets;  Spaces  locked  outside  regular  work¬ 
ing  hours. 

Retention  and  disposal:  Files  retained  for  duration  of  member’s  ac¬ 
tive  service. 

System  manager(s)  and  address:  Chief,  Bureau  of  Medicine  and 
Surgery 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  Chief,  Bureau  of  Medicine  and  Surgery,  Navy  Depart¬ 
ment,  Washington,  D.C.  20372.  The  request  should  contain  full  name, 
rank,  SSAN  and  file  number  (if  any). 

Record  access  procedures:  Code  31,  Bureau  of  Medicine  and  Sur¬ 
gery,  Navy  Department,  Washington,  D.C.  20372. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Chairmen  of  clinical  departments;  com¬ 
manding  officers. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00018  03 

System  name:  Medical  Treatment  Record  System 


System  location:  Service  Medical  (Health  and  Dental)  Records  for 
active  duty  and  Reserve,  Navy  and  Marine  Corps  Personnel  Retained 
at  the  individuals  duty  station  or  reserve  unit.  (Mailing  address  are 
listed  in  the  DOD  directory  in  the  Appendex  to  the  Component 
System  Notice)  Bureau  of  Medicine  and  Surgery,  Navy  Department, 
Washington,  D.C.  Bureau  of  Naval  Personnel,  Navy  Department, 
Washington,  D.C.  Naval  Reserve  Personnel  Center,  Naval  Training 
Center,  Bainbridge,  MD.  Headquarters  Marine  Corps,  Navy  Depart¬ 
ment,  Washington,  D.C.  Headquarters  Marine  Corps,  Class  iii,  1500 
E.  Bannister  Road,  Kansas  City,  Missouri  64131.  National  Personnel 
Records  Center,  9700  Page  Boulevard,  St.  Louis,  Missouri  63132.  In¬ 
patient  treatment  records  for  military  active  duty,  dependents,  retired 
military  and  dependents,  civilian  employees,  VA  beneficiaries  and 
humanitarian.  Naval  Regional  Medical  Centers  and  hospitals.  Na¬ 
tional  Personnel  Records  Center,  111  Winnebago  Street,  St.  Louis, 
Missouri  63118.  Outpatient  treatment  records  for  dependents  of  mili¬ 
tary  active  duty,  retired  military  and  their  dependents,  civilian  em¬ 
ployees,  VA  beneficiaries  and  humanitarian.  Naval  Regional  Medical 
Centers,  Naval  Hospitals,  and  Clinics  (dispensaries)  National  Person¬ 
nel  Records  Center,  111  Winnebago  Street,  St.  Louis,  Missouri 
63118. 

Categories  of  individuals  covered  by  the  system:  Navy,  Marine 
Corps,  other  military  personnel,  dependents,  retired  military  person¬ 
nel  and  dependents,  civilian  employees,  VA  beneficiaries  humanitari¬ 
an. 

Categories  of  records  in  the  system:  Service  Medical  (Health  and 
Dental)  Records  for  active  duty  and  reserve,  Navy  and  Marine 
Corps:  System  is  made  up  of  records  pertaining  to  the  member  or 
former  member’s  medical  history;  physical,  dental  and  mental  ex¬ 
aminations;  consultation;  innoculations;  outpatient  treatment,  includ¬ 
ing  laboratory  and  x-ray  reports;  report  of  medical  boards;  summa¬ 
ries  of  periods  of  hospitalization;  dental  evaluation  and  treatment;  re¬ 
ports  of  exposure  to  Ionizing  Radiation;  results  of  special  diagnostic 
and  clinical  studies;  recommendations  regarding  requests  for  waivers 
of  established  physical  standards  .- 

Inpatient  and  Outpatient  treatment  records:  File  contains  a  mul¬ 
tiplicity  of  prescribed  forms  documenting  health  evaluations,  medi¬ 
cal/dental  care  and  treatment  for  any  health  or  medical  condition  or 
problem  provided  an  eligible  individual  on  an  outpatient  and/or  inpa¬ 
tient  status.  The  records  contain  history  and  physical  examinations  or 
health  evaluation,  reports  of  exposure  to  ionizing  radiation,  consulta¬ 
tion  reports  and  medical  care  and  treatment  provided,  including 
procedures  utilized  such  as  surgery,  drugs,  dietary,  x-ray  laboratory, 
nursing  notes,  physical  therapy  and  other  specialty  care  applicable  to 
the  medical  diagnosis  or  conditions  found.  The  records  also  contain 
patients  demographic  data,  family  health  history  data,  length  of  inpa¬ 
tient  stay,  disease  nomenclature,  discharge  summary  of  inpatient 
care.  Documentation  of  health  history,  diagnosis,  care  and  treatment 
provided  and  the  recording  thereof  conform  with  the  standards 
prescribed  by  the  Joint  Commission  on  Accreditation  of  Hospitals.  In 
addition  to,  and  based  on^jndividual  medical  record  files,  there  are 
subsidiary  records  such  as  register  of  patients,  patient  health  care 
statistics,  operating  room  schedules,  tumor  registers,  appointment  re¬ 
gisters,  sick-call  logs,  x-ray  files,  laboratory  files  and  logs,  pharmacy 
records,  etc. 

Authority  for  maintenance  of  the  system:  10  USC  5131  (as 
amended),  10  USC  5132,  44  USC  3101,  5  USC  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  relating  to  the  health  and  medical  treatment  of  members  and 
former  members  of  the  Naval  Service;  determining  physical  qualifi¬ 
cations  and  suitability  of  candidates  for  various  programs;  personnel 
assignment;  adjudicating  claims  and  appeals  before  the  Council  of 
Personnel  Boards  and  the  Board  for  Correction  of  Naval  Records; 
rendering  opinions  regarding  members  physical  fitness  for  continued 
naval  service;  and  litigation  involving  medical  care  provided  members 
and  former  members  of  the  Naval  Service;  performance  of  research 
studies  and  compilation  of  statistical  data;  implementing  preventive 
medicine.  Dentistry,  and  Communicable  Disease  Control  programs. 
Officials  and  employees  of  other  components  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  relating  to  deter¬ 
mining  the  physical  qualifications  of  applicants;  in  providing  medical 
care  to  members  and  former  members  of  the  Naval  Service,  and  the 
conduct  of  research  studies. 

Officials  and  employees  of  the  Veterans  Administration  in  the  per¬ 
formance  of  their  official  duties  relating  to  the  adjudication  of 
Veterans  claims  and  in  providing  medical  care  to  members  of  the 
Naval  Service.  The  Attorney  General  of  the  United  States  or  his 
authorized  representatives  in  connection  with  litigation,  law  enforce- 
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ment,  or  other  matters  under  the  direct  jurisdiction  of  the  Depart¬ 
ment  of  Justice  or  carried  out  as  the  legal  representative  of  the  Ex¬ 
ecutive  Branch  agencies. 

Officials  and  employees  of  other  Departments  and  agencies  of  the 
Executive  Branch  of  government  upon  request  in  the  performance  of 
their  official  duties  related  to  review  of  the  physical  qualifications 
and  medical  history  of  applicants  and  employees  who  are  members 
or  former  members  of  the  Naval  Service  and  for  the  conduct  of 
medical  research  studies. 

Officials  and  employees  of  the  National  Research  Council  in 
cooperative  studies  of  the  National  history  of  disease;  of  prognosis 
and  of  epidemiology.  Each  study  in  which  the  records  of  members 
and  former  members  of  the  Naval  Service  are  used  must  be  ap¬ 
proved  by  the  Surgeon  General  of  the  Navy, 

Officials  and  employees  of  local  and  state  governments  and  agen¬ 
cies  in  the  performance  of  their  official  duties  pursuant  to  the  laws 
and  regulations  governing  the  local  control  of  communicable  dis¬ 
eases,  preventive  medicine  and  safety  programs,  child  abuse  and 
other  public  heiath  and  welfare  programs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Service  Medical  (Health  and  Dental)  Records  for  active 
duty  and  reserve,  Navy  and  Marine  Corps: 

Records  are  stored  in  paper  file  folders  and  in  some  instances 
microfilm. 

Inpatient  and  Outpatient  treatment  records.  These  records  originate 
at  any  Navy  medical  treatment  facility  where  the  individual  comes 
for  medical  care  and  treatment.  The  inpatient  treatment  records  are 
retained  for  2  years  from  date  of  last  treatment  at  the  activity  and 
then  sent  to  the  National  Personnel  Records  Center,  St.  Louis,  Mis¬ 
souri.  Outpatient  treatment  records  are  transferred  for  continuity  of 
care  and  treatment  to  other  medical  activities  upon  change  of  station 
by  the  service  member.  Outpatient  files,  upon  2  years  from  date  of 
last  treatment  are  transferred  to  the  National  Personnel  Records 
Center. 

Inpatient  and  outpatient  treatment  records  are  paper  records  kept 
in  file  folders.  Inpatient  records  are  filed  numerically  by  hospital  re¬ 
gister  numbers.  The  alphabetical  patient  register  serves  as  the  locator 
media.  Outpatient  treatment  records  are  filed  by  the  military  mem¬ 
bers  SSN  with  an  alphabetic  card,  or  machine  listing  as  the  locator 
media.  Medical  x-rays  are  filed  by  a  sequential  number  system  with 
name  logs  or  cards  serving  as  the  alphabetical  locator  media. 

Retrievability:  Service  Medical  (Health  and  Dental)  Records  for  ac¬ 
tive  duty  and  reserve,  Navy  and  Marine  Corps: 

Records  held  by  divisions  within  BUMED  and  units  are  retrieved 
by  name  and  social  security  number.  Records  retired  to  the  National 
Personnel  Records  Center,  St.  Louis,  Missouri  prior  to  1971  are 
retrieved  by  name  and  service  or  file  number,  after  that  date  records 
are  retrieved  by  name  and  social  security  number. 

Inpatient  and  Outpatient  treatment  records. 

Records  are  retrieved  by  locator  media  (alpha-name  cards,  logs  or 
machine  listings) 

Safeguards:  Records  are  kept  in  open-shelf  or  file  cabinets  in 
specific  rooms  or  areas  with  access  only  by  authorized  personnel. 
Access  is  restricted  to  personnel  having  a  need  for  the  record  in 
providing  further  medical  care  or  in  support  administrative/clerical 
function.  Records  are  controlled  by  a  charge-out  system  to  clinical 
and  other  authorized  personnel. 

Retention  and  disposal:  Service  Medical  (Health  and  Dental) 
Records  for  active  duty  and  reserve.  Navy  and  Marine  Corps: 

Service  medical  and  dental  records  are  retained  until  the  termina¬ 
tion  of  individual's  military  obligation  at  which  time  the  record  is 
transferred  to  permanent  storage  at  the  National  Personnel  Records 
Center. 

Inpatient  and  Outpatient  treatment  records. 

Military  in-patient  treatment,  files  are  retained  by  National  Person¬ 
nel  Records  Center  for  50  years. 

Non-military  (supemumary  personnel)  inpatient  treatment  files  are 
retained  by  the  National  Personnel  Records  Center  for  25  years.  Out¬ 
patient  treatment  records-retained  by  the  National  Personnel  Records 
Center  for  25  years. 

X-ray  film.  Entrance/separation  x-rays  for  military  members- 
retained  by  National  Personnel  Records  Center  for  50  years. 

Diagnostic  x-rays-retain  for  5  years  at  medical  facility  or  nearest 
records  center  and  then  destroyed. 

System  manager(s)  and  address:  Service  Medical  (Health  and 
Dental)  Records  for  active  duty  and  reserve,  Navy  and  Marine 
Coips:  Chief,  Bureau  of  Medicine  and  Surgery,  Navy  Department, 
Washington,  D.C.  20372;  Commanding  Officers-Naval  Activities, 


ships,  and  stations,  Director,  National  Personnel  Records  Center, 
9700  Page  Boulevard,  St.  Louis,  Missouri  64131. 

Inpatient  and  outpatient  treatment  records:  Chief,  Bureau  of 
Medicine  and  Surgery,  Navy  Department,  Washington,  D.C.  20372; 
Commanding  Officer,  Naval  Medical  Centers  and  hospitals  or  activi¬ 
ties  having  clinics;  Director,  National  Personnel  Records  Center,  St. 
Louis,  Missouri  63118. 

Notification  procedure:  Service  Medical  (Health  and  Dental) 
Records  for  active  duty  and  reserve;  Navy  and  Marine  Corps: 

Requests  for  information  from  active  duty  personnel  should  be  ad¬ 
dressed  to  the  individual’s  Commanding  Officer,  official  mailing  ad¬ 
dresses  are  in  the  Department  of  Defense  directory  in  the  appendex 
to  the  Component’s  systems  notice.  Reservists  should  address 
requests  for  information  to  Chief,  Bureau  of  Medicine  and  Surgery 
(Code  742),  Navy  Department,  Washington,  D.C. 

Former  members  who  have  no  further  reserve  or  active  duty 
obligation  should  address  requests  for  information  to  Director,  Na¬ 
tional  Personnel  Records  Center  (Navy  Reference  Branch),  9700 
Page  Boulevard,  St.  Louis,  Missouri  64131. 

All  written  requests  should  contain  the  full  name  and  social  securi¬ 
ty  account  number  of  the  individual,  his  signature  and  those  cases 
where  his  period  of  service  ended  before  1971  his  service  or  file 
number.  In  requesting  records  for  personnel  who  served  before  1964 
information  provided  to  the  National  Personnel  Records  Center 
should  also  include  date  and  place  of  birth  and  dates  of  periods  of 
active  Naval  Service.  Active  duty  personnel  may  visit  the  Medical 
Department  at  their  duty  station.  Reservists  whose  tour  of  active 
duty  ended  after  1  July  1972  and  have  a  continued  Reserve  obligation 
may  visit  Code  742,  Bureau  of  Medicine  and  Surgery,  Room  608, 
Crystal  Mall  2,  1931  Jefferson  Davis  Highway,  Arlington,  Virginia 
22202.  Former  members  and  Reservists  whose  tour  of  active  duty 
ended  prior  to  1  July  1972  may  visit  the  National  Personnel  Records 
Center,  9700  Page  Boulevard,  St.  Louis,  Missouri  63132.  Proof  of 
identification  in  the  case  of  active  duty  retired  and  Reserve  personnel 
will  consist  of  the  Armed  Forces  of  the  U.S.  Identification  Card  or 
by  other  types  of  identification  bearing  picture  and  signature.  Former 
members  may  provide  drivers  license  or  other  types  of  identification 
bearing  picture  and  signature. 

Inpatient  and  outpatient  treatment  records: 

(Care/treatment-within  2  years)  Commanding  Officer,  Naval  Re¬ 
gional  Medical  Center  or  hospital. 

(More  than  2  years)  Director,  National  Personnel  Records  Center, 
111  Winnebago  Street,  St.  Louis,  Missouri  63118. 

Provide  the  following  data:  Full  name,  service  number,  status  or 
SSN  of  sponsor,  date(s)  of  treatment  or  period  of  hospitalization,  ad¬ 
dress  at  time  medical  treatment,  if  known. 

Office  where  requester  may  visit  to  obtain  information  of  records 
pertaining  to  the  individual 

Regional  Medical  Center  or  Naval  Hospital 
Chief,  Patient  Affairs  Service 
Chief,  Outpatient  Service 
Officer-in-charge  other  Navy  medical  facility 
Full  name,  date  and  place  of  birth,  ID  card  or  drivers  license,  or 
other  identification  to  sufficiently  identify  the  individual  with  the 
medical  records  held  by  the  treatment  facility. 

Record  access  procedures:  Sysmanager 

Service  Medical  (Health  and  Dental)  Records  for  active  duty  and 
reserve,  Navy  and  Marine  Corps:  Requests  from  individuals  should 
be  addressed  to  Director,  Health  Records  Division,  Bureau  of 
Medicine  and  Surgery,  Navy  Department,  Washington,  D.C.  20372. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerning  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Reports  from  attending  and  previous 
physicians  and  other  medical  personnel  regarding  the  results  of 
physical,  dental  and  mental  examinations,  treatment,  evaluation,  con¬ 
sultation,  laboratory,  x-ray  and  special  studies  conducted  to  provide 
health  care  to  the  individual  is  to  determine  the  individuals  physical 
and  dental  qualification. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N 00018  04 

System  name:  Decedent  Affairs  Records  System 
System  location:  Bureau  of  Medicine  and  Suigery  (Code  73),  23d 
and  E  Sts,  NW,  Washington,  D.  C.  20372  Commandants  of  Naval 
Districts  CO  Naval  Medical  Treatment  Facilities 
Categories  of  individuals  covered  by  the  system:  Deceased  in¬ 
dividuals  for  whom  the  Department  of  the  Navy  is  responsible 
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Categories  of  records  in  the  system:  Reports  concerning  casualty, 
status,  transportation  of  remains,  requests  for  special  escorts  and  our 
responses,  disposition  instructions,  acknowledgements  to  nexts  of 
kin;  pertinent  data,  medals  and  awards,  preparation  and  identification 
of  remains  reports,  escort  orders  and  debriefing  forms,  death  cer¬ 
tificates,  some  autopsy  reports,  DD  Forms  1300  (Reports  of  Casual¬ 
ty);  correspondence  pertaining  thereto;  and  adjudication  copies  and 
paid  vouchers  and  statistical  data  excerpted  from  decedent  affairs 
files 

Authority  for  maintenance  of  the  system:  Title  3,  US  Code  103a  and 
b;  Title  10,  Sections  1481-1488,  US  Code;  Executive  Orders  8557  ,  30 
Sep  40  and  10209  of  1  Feb  51;  44  US  Code  3101 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  PURPOSE 
To  facilitate  and  monitor  return  of  remains  and  associated  benefits 
CATEGORIES  OF  USERS 
Department  of  Navy  and  families  of  decedents 
SPECIFIC  USES 

Verification  of  eligibility  for  benefits;  provision  of  information  to 
families  of  decedents  concerning  identification,  care  and  return  of 
remains,  causes  of  death  and  payment  of  allowances 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  Statistical  data  on  magnetic 
tape 

Retrievability:  Filed  alphabetically  according  to  name  of  decedent 
by  fiscal  year  of  date  of  death  --  Name,  social  security  (or  serial) 
number,  date  of  death 

Safeguards:  Locked  building  and  guard  during  non-duty  hours;  per¬ 
sonnel  screening  during  duty  hours 
Retention  and  disposal:  Permanent  -  Records  are  accumulated 
chronologically  and  filed  alphabetically  by  fiscal  year;  held  three 
years  and  retired  to  the  Federal  Records  Center  for  permanent  reten¬ 
tion  under  control  of  this  Bureau  1 

System  managers)  and  address:  Chief,  Bureau  of  Medicine  and 
Surgery  Commandants  of  Naval  Districts  Commanding  Officers, 
Medical  Treatment  Facilities 

Notification  procedure:  Address  inquiries  to  the  systems  manager 
Inquiry  must  include  name  of  decedent,  military  status  at  time  of 
death,  SSAN  and/or  service  number,  and  date  of  death  Requestor 
may  visit  Bureau  of  Medicine  and  Surgery  (Code  73),  23d  and  E 
Streets,  NW,  Washington,  D.  C.  20372 
Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  systems  manager 
Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER 
Record  source  categories:  Reports  submitted  by  field  commands 
and  nexts  of  kin  as  required  by  regulations  and  directives  pertaining 
to  the  decedent  affairs  program 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00018  05 

System  name:  Uncollectible  Accounts 
System  location:  Primary  System  -  Chief,  Bureau  of  Medicine  and 
Surgery,  Navy  Department,  Washington,  D.  C.  20372.  Decentralized 
Segments  -  Naval  Hospitals  and  Medical  Centers  which  provide  ser¬ 
vices  or  perform  work  giving  rise  to  such  accounts  receivable. 
(Mailing  addresses  are  listed  in  the  directory  of  Department  of  the 
Navy  mailing  addressesin  the  Appendix  to  the  Component  System 
Notice.) 

Categories  of  individuals  covered  by  the  system:  Any  individual  in¬ 
curring  indebtedness  to  the  United  States  by  receiving  health  care 
treatment  or  examination  services  funded  by  the  Navy  Medical  De¬ 
partment.  Coverage  also  includes  sponsors  and  other  persons  respon¬ 
sible  for  the  debts  of  such  persons. 

Categories  of  records  in  the  system:  The  types  of  records  in  the 
system  include  Request  for  Recovery  of  CHAMPUS  Funds 
(CHAMPUS  Form  11);  letter  reports  of  uncollectible  accounts 
receivable;  substantiating  documents  such  as  Supplies  and/or  Ser¬ 
vices  provided  by  Civilian  Hospitals  (DA  Form  1863-1),  Services 
and/or  Supplies  provided  by  Civilian  Sources  (except  Hospitals)  (DA 
Form  1863-2),  Explanation  of  Benefits  forms,  physicians’  and 
hospitals'  statements  of  services  and  charges,  payment  receipts,  ad¬ 
mission  documents,  and  correspondence  relating  to  collection  at¬ 
tempts  or  attempts  to  ascertain  elligibility  status  or  patient  category; 
records  of  payments  received;  records  of  transmittal  of  accounts  to 
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investigative  organizations,  the  Department  of  Justice,  and/or  the 
General  Accounting  Office;  and  records  suspending  or  terminating 
collection  action  or  effecting  compromise  settlement  agreements. 

Authority  for  maintenance  of  the  system:  31  USC  191-195,  227,  and 
952  (also  known  as  the  Federal  Claims  Collection  Act  of  1966);  10 
USC  1078-179;  and  37  USC  702,  705,  and  1007. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  the  system 
is  collected  to  facilitate  the  recovery  of  amounts  owed  the  United 
States.  Users  of  the  information  includes  field  and  bureau  collection 
agents.  The  information  is  used  to  determine  amounts  owed,  methods 
to  be  employed  to  effect  recovery,  and  whether  or  not  the  claim  can 
be  compromised  or  collection  action  thereon  terminated  or 
suspended.  In  rare  and  exceptional  cases  an  account  file  is  referred 
to  the  Navy  Investigative  Service  Office,  the  Department  of  Justice, 
or  the  General  Accounting  Office.  Any  individual  records  in  the 
system  might  be  transferred  to  any  component  of  the  DOD. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  reading  files.  Index  cards 
(3’x5’). 

Retrievability:  Filed  alphabetically  by  last  name  of  debtor  within 
the  fiscal  year  in  which  indebtedness  was  incurred.  Summary  records 
filed  by  medical  treatment  facility. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel  that  are  properly  screened  and  trained. 

Retention  and  disposal:  Records  are  retained  in  active  file  until  col¬ 
lection  action  has  been  completed,  compromised,  suspended,  or  ter¬ 
minated.  They  are  held  in  inactive  file  until  statute  of  limitations  has 
run  and  then  destroyed. 

System  manager(s)  and  address:  Chief,  Bureau  of  Medicine  and 
Surgery,  Navy  Department,  Washington,  D.  C.  20372  and  Command¬ 
ing  Officers  of  Medical  Treatment  Facilities  under  the  Command  of 
the  Chief,  Bureau  of  Medicine  and  Surgery. 

Notification  procedure:  Information  may  be  obtained  from  the 
Chief,  Bureau  of  Medicine  and  Surgery.  Requests  should  provide  the 
full  name  of  the  debtor,  the  military  or  dependency  status  of  the 
debtor,  and  the  location  and  approximate  dates  of  treatment  or  ex¬ 
amination.  The  requestor  may  visit  the  Comptroller,  Bureau  of 
Medicine  and  Surgery,  23rd  and  ’E’  Streets,  N.  W.,  Washington,  D. 

C.  to  obtain  information  on  whether  or  not  the  system  contains 
records  pertaining  to  him  or  her.  A  valid  driver’s  license  and/or  mili¬ 
tary  ID  card  will  be  considered  adequate  proof  of  identity. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appearling  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  system 
manager. 

Record  source  categories:  Medical  Treatment  Facilities  providing 
services  which  resulted  in  indebted  to  the  United  States,  OCHAM- 
PUS  Denver,  U.  S.  Postal  Service,  Military  Locator  Services,  State 
Departments  of  Motor  Vehicles,  any  component  of  the  DOD,  the  De¬ 
partment  of  Justice,  the  General  Accounting  Office,  retail  credit  as¬ 
sociations,  financial  institutions,  current  or  previous  employers,  edu¬ 
cational  institutions,  trade  associations,  automated  system  interfaces, 
local  law  enforcement  agencies,  the  Department  of  Health,  Educa¬ 
tion,  and  Welfare,  the  Internal  Revenue  Service,  and  the  Civil  Ser¬ 
vice  Commission. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N 00018  06 

System  name:  Navy  Medical  Department,  Inpatient  Data  System 
MED-6300-2. 

System  location:  Naval  Medical  Data  Services  Center,  Bethesda, 
Maryland,  ships  and  stations  having  Medical  Department  personnel 

Categories  of  individuals  covered  by  the  system:  All  inpatients 
treated  in  naval  medical  treatment  facilities 

Categories  of  records  in  the  system:  Inpatient  Admission/Disposition 
Record,  NAVMED  6300/5 

Authority  for  maintenance  of  the  system:- U.S.  Code,  Title  44,  Sec¬ 
tion  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  a.  Essentially,  this  require¬ 
ment  calls  for  the  following  information  by  each  user.  (1)  To  provide 
medical  workload  data  by  individual  reporting  facility  to  the  Bureau 
of  Medicine  and  Surgery;  to  provide  morbidity  data  to  the  Preventive 
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Medicine  Division,  Bureau  of  Medicine  and  Surgery.  (2)  Surgeon 
General  Army  to  provide  inpatient  data  for  Army  patients  treated  in 
Navy  medical  facilities;  Surgeon  General  Air  Force  to  provide  inpa¬ 
tient  data  for  Air  Force  patients  treated  in  Navy  medical  facilities; 
Health,  Education,  and  Welfare  -  special  studies  of  selected  diag¬ 
noses;  Members  of  Congress  and  Congressional  Committees;  Na¬ 
tional  Academy  of  Sciences  special  studies  of  selected  diagnoses; 
General  Accounting  Office  -  special  studies  of  selected  diagnoses  and 
workload.  (3)  These  data  are  used  primarily  to  portray  workload  and 
morbidity  data  on  a  summary  basis  and  not  by  individual  case. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  are  stored  on  magnetic  tapes,  discs 
and  punch  cards. 

Retrievability:  Automated  records  are  primarily  used  to  provide 
statistical  summary  data.  The  data  can  be  retrieved  by  Social  Securi¬ 
ty  Number. 

Safeguards:  The  computer  facility  is  located  in  restricted  locked 
area  accessible  only  to  authorized  persons  (computer  operation  per¬ 
sonnel  and  programmers). 

Retention  and  disposal:  Computer  magnetic  tapes  and  discs  will  be 
retained  for  special  disease  and  injury  studies  for  10  years  minimum, 
maximum  not  yet  determined. 

System  manager(s)  and  address:  The  Chief  of  Bureau  of  Medicine 
and  Surgery,  Department  of  Navy,  23rd  and  E  Streets,  N.W., 
Washington'.  D  C.  20372 

Notification  procedure:  Request  should  be  addressed  to  above  ad¬ 
dressee.  The  letter  should  contain  the  full  name  and  Social  Security 
Account  Number  and/or  Service  Number  of  the  requestor  and  his 
signature. 

Record  access  procedures:  Information  may  be  obtained  from; 

Chief,  Bureau  of  Medicine  and  Surgery 
Department  of  Navy 
23rd  and  E  Streets,  N.W. 

Washington,  D.C.  20372 
Telephone  Area  Code  202/254-4186 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Inpatient  Admission/Disposition  Record, 
NAVMED  6300/5,  from  all  naval  medical  treatment  facilities. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00018  07 

System  name:  Active  Duty  Navy  and  Marine  Corps  Death  System 
(civilian/overseas  death  certificate) 

System  location:  Naval  Medical  Data  Services  Center,  Bethesda, 
Md.  and  Ships  and  Stations  having  Medical  Department  personnel  re¬ 
porting  active  duty  Navy  and  Marine  Corps  deaths. 

Categories  of  individuals  covered  by  the  system:  Deaths  for  active 
duty  Navy  and  Marine  Corps  personnel 

Categories  of  records  in  the  system:  Civilian  Death  Certificates  and 
overseas  Civilian  Death  Certificates,  (NAVMED  5360/2) 

Authority  for  maintenance  of  the  system:  U.S.  Code  Title  44,  Sec¬ 
tion  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Essentially,  this  require¬ 
ment  calls  for  the  following  information  by  each  user.  To  provide 
Summary  Death  Statistics  to  the  Decedent  Affairs  and  Service 
Branch,  Bureau  of  Medicine  and  Surgery.  Studies  of  selected  diag¬ 
noses  for  various  Bureau  of  Medicine  and  Surgery  Codes.  These  files 
are  used  primarily  to  portray  death  data  on  a  summary  basis  and  not 
by  individual  case. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  are  stored  on  magnetic  tapes  and 
discs. 

Retrievability:  Automated  records  are  primarily  used  to  provide 
statistical  summary  data.  The  data  can  be  retrieved  by  social  security 
number. 

Safeguards:  The  computer  facility  is  located  in  restricted,  locked 
area  accessible  only  to  authorized  persons.  (Computer  operation  per¬ 
sonnel  and  programmers). 

Retention  and  disposal:  Computer  magnetic  tapes  and  discs  will  be 
retained  for  10  years  for  special  disease  and  injury  studies,  minimum, 
the  maximum  not  yet  determined. 


System  manager(s)  and  address:  The  Chief  of  Bureau  of  Medicine 
and  Surgery,  Department  of  Navy,  23rd  and  E  Streets,  N.W., 
Washington,  D.C.  20372. 

Notification  procedure:  Request  should  be  addressed  to  above  ad¬ 
dressee.  The  letter  should  contain  the  full  name  and  social  security 
account  number  and/or  service  number  of  the  requestor  and  his 
signature. 

Record  access  procedures:  Information  may  be  obtained  from: 

Chief,  Bureau  of  Medicine  and  Suigery 
Department  of  Navy 
23rd  &  E  Streets,  N.W. 

Washington,  D.C. 

Telephone  Area  Code  202/254-4186 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Active  duty  Navy  and  Marine  Corps 
deaths  from  civilian  death  certificates  and  overseas  death  certificates 
(NAVMED  5360/2). 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00018  08 

System  name:  Navy  Medical  Department.  Medical  Board  Data 
System 

System  location:  Naval  Medical  Data  Services  Center.  Bethesda, 
Md.  and  all  Navy  and  Marine  Corps  facilities  conducting  Medical 
Board  proceedings  and  U.S.  Army  Tripler  General  Hospital,  Hawaii 

Categories  of  individuals  covered  by  the  system:  Navy  and  Marine 
Corps  personnel  receiving  Medical  Board  action 

Categories  of  records  in  the  system:  Medical  Board  Report  Cover 
Sheet  (NAVMED  6100/1) 

Authority  for  maintenance  of  the  system:  U.  S.  Code  Title  44,  Sec¬ 
tion  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  Medical  Board 
summary  data  to  the  Director  Physical  Standards  and  Special  Review 
Division,  Bureau  of  Medicine  and  Surgery  ;  special  studies  of  selected 
diagnoses.  These  data  are  used  primarily  to  portray  Medical  Board 
workload  and  diagnostic  data  on  a  summary  basis  and  not  by  in¬ 
dividual  case. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  are  stored  on  magnetic  tapes  and  discs 

Retrievability:  Automated  records  are  primarily  used  to  provide 
statistical  summary  data.  The  data  can  be  retrieved  by  social  security 
number. 

Safeguards:  The  computer  facility  is  located  in  restricted  locked 
area  accessible  only  to  authorized  persons.  (Computer  Operation  per¬ 
sonnel  and  Programmers) 

Retention  and  disposal:  Computer  magnetic  tapes  and  discs  will  be 
retained  for  special  disease  and  injury  studies,  10  year  minimun, 
maximum  not  yet  determined. 

System  manager(s)  and  address:  The  Chief  of  Bureau  of  Medicine 
and  Surgery,  Department  of  Navy,  23rd  and  E  Streets,  N.W., 
Washington,  D.  C.  20372.  ~tl 

Notification  procedure:  Request  should  be  addressed  to  above  ad¬ 
dressee.  The  letter  should  contain  the  full  name  and  social  security 
account  number  and/or  service  number  of  the  requestor  and  his 
signature. 

Record  access  procedures:  Information  may  be  obtained  from: 

Chief,  Bureau  of  Medicine  and  Surgery 
Department  of  Navy 
23rd  and  E  Streets,  N.  W. 

Washington,  D.  C.  20372 
Telephone  Area  Code  202/254-4186 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from 
SYSMANAGER. 

Record  source  categories:  Medical  Board  Report  Sheet  (NAVMED 
6100/1)  from  all  Navy  and  Marine  Corps  facilities  conduction  Medi¬ 
cal  Board  Proceedings  and  U.  S.  Army  Tripler  General  Hospital. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
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System  name:  Bureau  of  Medicine  and  Surgery  Personnel  Manage¬ 
ment  Information  System 

System  location:  Bureau  of  Medicine  and  Surgery-controlled  filed 
activities.  Addresses  listed  in  DOD  directory,  appendix  to  the  Com¬ 
ponent  Systems  Notice. 

Categories  of  individuals  covered  by  the  system:  Active  duty  Navy 
medical  officers 

Categories  of  records  in  the  system:  Professional  Performance  Data 
Sheet  (NAVMED  1611/1  Rev  7/74);  Report  of  Off-Duty  Remunera¬ 
tive  Professional  Civilian  Employment  by  Officers  of  the  Medical 
Department  (BUMEDNOTE  1610,  22  Jan  75);  listing  of  Surgical  and 
Surgical  Support  Team  Personnel. 

Authority  for  maintenance  of  the  system:  Title  10,  U.S.  Code,  5 
USC  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Professional  aspect  of  of¬ 
ficer  assignment;  statistical  evaluation  of  off-duty  professional  em¬ 
ployment;  surgical  team  contingency  planning;  user  is  Medical  Corps 
Division,  BUMED. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Maintained  in  filing  cabinets. 

Retrievability:  Last  name 

Safeguards:  Locked  cabinets;  Spaces  locked  outside  regular  work¬ 
ing  hours. 

Retention  and  disposal:  Files  retained  for  duration  of  member’s  ac¬ 
tive  service. 

System  manager(s)  and  address:  Chief,  Bureau  of  Medicine  and 
Surgery 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  Chief,  Bureau  of  Medicine  and  Surgery,  Navy  Depart¬ 
ment,  Washington,  D.C.  20372.  The  request  should  contain  full  name, 
rank  SSAN  and  file  number  (if  any). 

Record  access  procedures:  Code  31,  Bureau  of  Medicine  and  Sur¬ 
gery,  Navy  Department,  Washington,  D.C.  20372. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determinaton 
by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Chairman  of  clinical  departments;  com¬ 
manding  officers. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00019  AIR  953  BIO 
System  name:  People  files 

System  location:  Department  of  the  Navy,  Naval  Air  Systems  Com¬ 
mand,  Washington,  D.C.  20361 

Categories  of  individuals  covered  by  the  system:  Key  individuals  in 
the  history  of  the  development  of  naval  aviation. 

Categories  of  records  in  the  system:  General  biographical  data  and 
some  photographs. 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Historical  research  by 
NAVAIR  historian’s  office. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders 

Retrievability:  Name 

Safeguards:  General  monitoring  of  visitors  to  the  office  and  locking 
of  cabinets. 

Retention  and  disposal:  Indefinite 

System  managers)  and  address:  Historian,  AIR-953,  Naval  Air 
Systems  Command 

Notification  procedure:  Contact  Historian,  AIR-953,  at  above  ad¬ 
dress.  Requester  must  provide  name.  Office  to  visit:  AIR-953. 
Identification  required:  none. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Heads  of  Naval  Air  Systems  Command 
Headquarters,  Groups  and  Staff  Offices. 


Systems  exempted  from  certain  provisions  of  the  act:  None 
N00022  NONAPACTSUPSYS 

System  name:  Nonappropriated  Fund  Activity  Information  Support 
System 

System  location:  Bureau  of  Naval  Personnel,  Navy  Department, 
Washington,  D.  C.  20370;  and  local  nonappropriated  Fund  Activities 
under  the  cognizance  of  the  Chief  of  Naval  Personnel. 

Categories  of  individuals  covered  by  the  system:  Individuals 
authorized  under  current  regulations  to  use  Commissioned  Officers 
Messes  (open).  Chief  Petty  Officer  Messes,  Petty  Officer  First  and 
Second  Class  Messes,  Enlisted  Men’s  Clubs,  Consolidated  Package 
Stores,  Special  Services  facilities,  and  other  Non- Appropriated  Fund 
Activities  under  the  cognizance  of  the  Chief  of  Naval  Personnel. 

Categories  of  records  in  the  system:  Correspondence,  records,  mem¬ 
bership  applications,  membership  and  user  listings  of  Nonap¬ 
propriated  Fund  Activity  facilities,  accounts  receivable  records,  bad 
check  listings,  investigatory  reports  involving  abuse  of  facilities, 
required  for  management  of  Nonappropriated  Fund  Activities  under 
the  cognizance  Chief  of  Naval  Personnel. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  duties  re¬ 
lated  to  the  management,  supervision  and  administration  of  Nonap¬ 
propriated  Fund  Activities  under  the  cognizance  of  the  Chief  of 
Naval  Personnel.  The  Comptroller  General  or  any  of  his  authorized 
representatives,  upon  request,  in  the  course  of  the  performance  of 
duties  of  the  General  Accounting  Office  related  to  the  management, 
supervision,  and  administration  of  Nonappropriated  Fund  Activities 
Under  the  cognizance  of  the  Chief  of  Naval  Personnel. 

Officials  and  employees  of  other  components  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  the 
management,  supervision  and  administration  of  Nonappropriated 
Fund  Activities  under  the  cognizance  of  the  Chief  of  Naval  Person¬ 
nel. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representatives  of  the  Executive 
Branch  Agencies. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committees  or  sub  committees  thereof  on  matters  within  their 
jurisdiction  requiring  disclosure  of  the  files  or  records  .of  persons 
covered  by  this  system. 

Such  Civilian  Contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.S.  Government. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  may  be  stored  on  magnetic  tapes,  disc, 
drums  and  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders,  microfiche  or 
microfilm. 

Retrievability:  Primarily  by  Name,  and/or  Social  Security 
Number/Membership  Number. 

Safeguards:  Computer  and  punched  card  processing  facilities  are 
located  in  restricted  areas  accessible  only  to  authorized  persons  that 
are  properly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  disposal:  Records  are  retained  or  disposed  of  in  ac¬ 
cordance  with  SECNAVINST  P5212.5B,  subj:  Disposal  of  Navy  and 
Marine  Corps  Records,  or  Departmental  Instructions. 

System  managers)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.  C.  20370 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Chief  of  Naval  Personnel  (Attn:  Privacy  Act  Coordina¬ 
tor),  Navy  Department,  20370;  or  to  the  Head  of  the  local  Nonap¬ 
propriated  Fund  Activity  concerned.  The  letter  should  contain  full 
name,  social  security  account  number,  status,  address,  and  signature 
of  the  requestor.  . 

The  individual  may  visit  the  Chief  of  Naval  Personnel,  Washing¬ 
ton,  D.  C.  20370  (Arlington  Annex,  FOB  2),  Rm.  1066  for  assistance 
with  records  located  in  that  building;  or  the  individual  may  visit  the 
local  activity  concerned  for  access  to  locally  maintained  records. 
Proof  of  identification  will  consist  of  Military  Identification  Card  for 
persons  having  such  cards,  or  other  picture-baring  identification. 
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Record  access  procedures:  The  Agency's  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officals  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  Department  of  Defense,  and  components  thereof, 
in  performance  of  their  official  duties  and  as  specified  by  current  In¬ 
structions  and  Regulations  promulgated  by  competent  authority; 
general  correspondence  concerning  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00022.81 

System  name:  Personnel  Security  Eligibility  information  System 

System  location:  Prmary  System-Bureau  of  Naval  Personnel,  Navy 
Department,  Washington.  D.C.  20370 

Secondary  System-local  activity  to  which  individual  is  assigned 
(see  Directory  of  the  Department  of  the  Navy  Mailing  Addresses) 

Categories  of  individuals  covered  by  the  system:  Members  of  the 
U.S.  Navy  and  Naval  Reserve,  former  members,  and  applicants  for 
enlistment  or  commissioning.  y 

Categories  of  records  in  the  system:  Files  contain  reports  of  person¬ 
nel  security  investigations,  criminal  investigations,  and  counterintel¬ 
ligence  investigations,  usually  brief  excerpts  only;  correspondence, 
records  and  information  pertinent  to  an  individual’s  eligibility  for  ac¬ 
ceptance  and  retention,  personnel  security  clearance,  assignment  to 
the  Nuclear  Weapon  Personnel  Reliability  Program  or  other  ’high 
risk’  program  requiring  personnel  quality  control. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  personnel  security  eligibility; 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  personnel  security  eligibility. 

Attorney  General  of  the  United  States  or  his  authorized  represen¬ 
tatives  in  connection  with  litigation,  law  enforcement  or  other  mat¬ 
ters  under  the  jurisdiction  of  the  Department  of  Justice  or  carried  out 
as  the  legal  representative  of  the  Executive  Branch  agencies; 

State  and  Local  government  agencies  in  the  performance  of  their 
official  duties  related  to  personnel  security  eligibility; 

Officials  and  employees  of  the  Department  of  Defense  in  the  per¬ 
formance  of  their  duties  related  to  personnel  security  eligibility; 

Officials  and  employees  of  other  agencies  of  the  Executive  Branch 
of  the  government,  upon  request,  in  the  performance  of  their  duties 
related  to  personnel  security  eligibility; 

Senate  or  the  House  of  Representatives  of  the  United  States  or 
any  committees  or  subcommittees  thereof,  requiring  disclosure  of  the 
files  or  records  of  individuals  covered  by  this  system. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  index  cards.  Some  infor¬ 
mation  from  the  paper  records  is  contained  in  an  automated  file. 

Retrievability:  Filed  alphabetically  by  last  name  of  individual.  Au¬ 
tomated  files  are  by  social  security  account  number. 

Safeguards:  Stored  in  locked  safes  and  cabinets.  File  areas  are  ac¬ 
cessible  only  to  authorized  persons  who  are  properly  screened, 
cleared,  and  trained. 

Retention  and  disposal:  Records  and  portions  thereof  vary  in  period 
of  time  retained;  records  are  retained  and  disposed  of  in  accordance 
with  Department  Regulations. 

System  manager(s)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to  Chief  of  Naval  Personnel,  (Attn:  Privacy  Act  Coordina¬ 
tor),  Navy  Department,  Washington,  D.C.  20370;  or  in  accordance 
with  the  Directory  of  the  Department  of  the  Navy  Mailing  Adresses 
(i.e.,  local  activities).  The  letter  should  contain  full  name,  social 
security  account  number,  rank/rate/civilian  status,  address  and 
notarized  signature  of  the  requestor.  The  individual  may  visit  the 
Chief  of  Naval  Personnel,  Arlington  Annex,  (FOB  2)  Washington, 
D.C.,  Rm.  1066,  for  assistance  with  records  located  in  that  building; 
or  the  individual  may  visit  the  local  activity  to  which  attached  for  ac¬ 
cess  to  locally  maintained  records.  Prior  written  notification  of  per¬ 
sonal  visits  is  required  to  ensure  that  all  parts  of  the  record  will  be 


available  at  the  time  of  the  visit.  Proof  of  identify  will  be  required 
and  will  consist  of  a  military  identification  card  for  persons  having 
such  cards  and  picture-bearing  identification. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  inital  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  Department  of  Defense,  and  other  Departments 
and  Agencies  of  the  Executives  Branch  of  government,  and  com¬ 
ponents  thereof,  in  performance  of  their  official  duties  and  as 
specified  by  current  instruction  and  regulations  promulgated  by  com¬ 
petent  authority;  civilian  and  military  investigative  reports;  federal 
state  and  local  court  douements;  fingerprint  cards;  official  correspon¬ 
dence  concerning  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  3S2  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

.  N 00022.82 

System  name:  Navy  Personnel  Evaluation  System 

System  location:  Bureau  of  Naval  Personnel,  Navy  Department, 
Washington,  D.C.  20370 

Categories  of  individuals  covered  by  the  system:  All  members  of  the 
U.S.  Navy  including  Regular,  Reserve,  Active  Duty,  Inactive  Duty, 
Fleet  Reserve  and  Retired. 

Categories  of  records  in  the  system:  Correspondence  and  investiga¬ 
tory  material  containing  information  pertinent  to  member’s  retention, 
assignment  or  separation. 

Authority  for  maintenance  of  the  system:  S  USC  301.  Departmental 
Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  personnel  administration  of  Navy  members;  Officials 
and  employees  of  the  Department  of  Defense  and  its  other  com¬ 
ponents  in  the  performance  of  their  official  duties  related  to  person¬ 
nel  administration. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  jurisdiction  of  the  Department  of  Justice  or 
carried  out  as  the  legal  representative  of  the  Executive  Branch  agen¬ 
cies; 

The  Secretary  of  Health,  Education  and  Welfare,  and  the  Director, 
Veterans  Administration,  and  Director,  Selective  Service  Administra¬ 
tion  and  their  officials  and  employees  in  connection  with  notification 
and  assistance  in  obtaining  benefits  by  members  and  former  mem¬ 
bers; 

Officials  and  employees  of  other  Departments  and  agencies  of  the 
Executive  Branch  of  government  upon  request,  in  the  performance 
of  their  official  duties  related  to  personnel  administration; 

Such  civilian  contractors  as  are  or  may  be  operating  in  accordance 
with  an  approved,  official  contract  with  the  U.S.  Government;  The 
Senate  or  the  House  of  Representatives  of  the  United  States  or  any 
committees  or  subcommittees  therof,  requiring  disclosure  of  the  files 
or  records  of  individuals  covered  by  this  system; 

Officials  and  employees  of  the  General  Accounting  Office  upon 
request  in  the  performance  of  their  official  duties  relating  to  person¬ 
nel  administration.  State  and  local  government  agencies  in  the  per¬ 
formance  of  their  official  duties  related  to  personnel  administration. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  index  cards.  Some  infor¬ 
mation  from  the  paper  records  is  automated. 

Retrievability:  Filed  alphabetically  by  last  name  or  by  Social 
Security  Account  Number.  * 

Safeguards:  Stored  in  locked  safes  and  cabinets  in  buildings  that 
employ  security  guards.  File  areas  are  accessible  only  to  authorized 
persons  who  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  maintained  as  long  as  member 
has  any  affiliation  with  the  Naval  service  and  for  five  years 
thereafter  and  are  then  destroyed. 

System  managers)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to  Chief  of  Naval  Personnel  (Attn:  Privacy  Act  Coordinator), 
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Navy  Department,  Washington,  D.C.  20370.  The  letter  should  contain 
full  namer  social  security  account  number,  rank /  rate/civilian  status, 
address  and  notarized  signature  of  the  requestor.  The  individual  may 
visit  the  Chief  of  Naval  Personnel,  Arlington  Annex,  Washington, 
D.C.  (FOB  2)  Rm  1066,  for  assistance  with  records  located  in  that 
building.  Prior  written  notification  of  personal  visits  is  required  to  en¬ 
sure  that  all  parts  of  the  record  will  be  available  at  the  time  of  the 
visit.  Proof  of  identity  will  be  required  and  will  consist  of  a  military 
identification  card  for  persons  having  such  cards  and  picture-bearing 
identification. 

Record  access  procedures:  The  agency’s  nils  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Civilian  and  military  investigative  reports; 
reports  of  federal  and  state  civilian  court  actions  and  criminal 
proceedings;  general  correspondence  concerning  and  individual;  offi¬ 
cials  and  employees  of  the  Department  of  the  Navy,  Department  of 
Defense  and  Components  therof,  in  performance  of  their  official  du¬ 
ties  and  as  specified  by  current  Instructions  and  Regulations  promul¬ 
gated  by  competent  authority. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  S  U.S.C.  SS2  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N00022CASINFOSUPPSYS 
System  name:  Casualty  Information  Support  System 

System  location:  Primary  System-Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370  and  local  activity  to  which  in¬ 
dividual  is  assigned  (see  Directory  of  the  Department  of  the  Navy 
Mailing  Addresses);  Washington  National  Records  Center,  Suitland, 
Maryland. 

Categories  of  individuals  covered  by  the  system:  All  Navy  military 
personnel  who  are  reported  missing,  missing  in  Action,  Prisoner  of 
War  or  otherwise  detained  by  armed  force;  deceased  in  either  an  ac¬ 
tive  or  inactive  duty  status;  reported  ill/injured  in  either  active  duty, 
fleet  reserve,  or  retired  status. 

Categories  of  records  in  the  system:  Correspondence,  reports,  and 
records  in  both  automated  and  non-automated  form  concerning  cir¬ 
cumstances  of  casualty,  next-of-kin  data,  survivor  benefit  informa¬ 
tion,  personal  and  service  data,  and  casualty  program  data. 

Authority  for  maintenance  of  the  system:  Title  S  USC  301  Depart¬ 
mental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  performance  of  their  official  duties 
related  to  casualty  program  management  and  responding  to  inquiries 
from  survivors  of  Navy  military  personnel. 

Officials  and  employees  of  other  components  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  Casual¬ 
ty  Program  Management. 

Secretary  of  Health  Education  and  Welfare  and  the  Director  of  the 
Veterans  Administration  and  their  officials  and  employees  in  connec¬ 
tion  with  eligibility,  notification  and  assistance  in  obtaining  benefits 
due. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  of  joint  committees  on  matters 
within  their  jurisdiction  requiring  disclosure  of  the  casualty  files  of 
Navy  members. 

Nongovernment  Agencies  -  To  assist  in  settlement  of  member’s  af¬ 
fairs.  The  comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  Navy’s  Casualty  and  Sur¬ 
vivor’s  Benefit  Program. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  department  of 
justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  may  be  stored  on  magnetic  tapes,  disc, 
drums  and  on  punched  cards. 

Manual  records  may  be  stored  in  paper  files,  microfiche  or 
microfilm. 

Retrievabiiity:  Records  may  be  retrieved  by  name  and/or  social 
security  account  number. 


Safeguards:  Computer  and  punched  card  processing  facilities  are 
located  in  restricted  areas  accessible  only  to  authorized  persons  that 
are  properly  screened,  trained,  and  cleared. 

Manual  records  and  computer  printouts  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  disposal:  Files  are  retained  and  disposed  of  in  ac¬ 
cordance  with  SECNAVINST  P5212.5B,  subj:  Disposal  of  Navy  and 
Marine  Corps  Records,  or  in  accordance  with  Department  Regula¬ 
tions. 

System  managers)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370. 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Chief  of  Naval  Personnel,  (Attn:  Privacy  Act  Coordina¬ 
tor),  Navy  Department,  Washington,  D.C.  20370;  or,  in  accordance 
with  the  Directory  of  the  Department  of  the  Navy  Mailing  Addresses 
(i.e. ,  local  activities).  The  letter  should  contain  full  name,  social 
security  account  number  (and/or  enlisted  service  number/officer  file 
number),  rank/rate,  military  status,  date  of  casualty  and  status  at 
time  of  casualty,  and  signature  of  the  requestor.  The  individual  may 
visit  the  Chief  of  Naval  Personnel,  Arlington  Annex  (FOB  2),  RM 
1066,  Washington,  D.C.  for  assistance  with  records  located  in  that 
building;  or  the  individual  may  visit  the  local  activity  for  access  to  lo¬ 
cally  maintained  records.  Proof  of  identification  will  consist  of  Mili¬ 
tary  Identification  Card  for  persons  having  such  cards,  or  other  pic¬ 
ture-bearing  identification. 

Record  access  procedures:  The  Agency's  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  Department  of  Defense,  Public  Health  Service, 
Veterans  Administration,  and  components  thereof,  in  performance  of 
their  official  duties  as  specified  by  current  Instructions  and  Regula¬ 
tions  promulgated  by  competent  authority;  casualty  reports  may  also 
be  received  from  state  and  local  agencies.  Hospitals  and  other  agen¬ 
cies  having  knowledge  of  casualties  to  Navy  personnel;  general  cor¬ 
respondence  concerning  member. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00022CIVEMPNAF 

System  name:  Record  System  for  Civilian  Employees  of  Nonap- 
propriated  Fund  (NAF)  Activities 

System  location:  Primary  System-Bureau  of  Naval  Personnel, 
Washington,  D.C.  20370;  and  local  activity  to  which  individual  is  as¬ 
signed  (see  Directory  of  the  Department  of  the  Navy  Mailing  Ad¬ 
dresses);  National  Personnel  Records  Center,  St.  Louis,  Missouri 
63132. 

Categories  of  individuals  covered  by  the  system:  Civilian  employees 
of  Nonappropriated  Fund  Activities  under  the  cognizance  of  the 
Chief  of  Naval  Personnel. 

Categories  of  records  in  the  system:  Correspondence  and  records 
pertaining  to  performance,  employment,  pay,  classification,  person¬ 
nel  actions,  medical,  insurance,  retirement,  tax  withholding  informa¬ 
tion,  exemptions,  unemployment  compensation,  employee  profile, 
education,  benefits,  discipline  and  administration  of  nonappropriated 
fund  civilian  personnel. 

Authority  for  maintenance  of  the  system:  S  USC  301.  Department 
Regulations 

Public  Law  92-392 

Fair  Labor  Standards  Act,  as  amended 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  the  management,  supervision  and  administration  of 
nonappropriated  fund  civilian  personnel. 

Officials  and  employees  of  other  components  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  the 
management,  supervision  and  administration  of  nonappropriated  fund 
civilian  personnel. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  Agencies. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  management,  supervision  and 
administration  of  Nonappropriated  Fund  civilian  personnel. 
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The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  thereof,  on  matters  within  their 
jurisdiction  requiring  disclosure  of  the  files  or  records  of  Nonap- 
propriated  Fund  civilian  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  may  be  stored  on  magnetic  tapes,  disc, 
drums  and  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders,  mirofiche,  or 
microfilm. 

Retrievabilitv:  Records  may  be  retrieved  by  nzme,  social  security 
account  number  and/or  activity  number. 

Safeguards:  Computer  and  punched  card  progessing  facilities  are 
located  in  restricted  areas  accessible  only  to  authorized  persons  that 
are  properly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  disposal:  Records  are  retained  or  disposed  of  in  ac¬ 
cordance  with  SECNAVINST  P5212.5b,  subj:  Disposal  of  Navy  and 
Marine  Corps  Records,  or  Departmental  Regulations. 

System  manage r(s)  and  address:  Chief  of  Naval  Personnel,  Depart¬ 
ment  of  the  Navy,  Washington,  D.C.  20370 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Chief  of  Naval  Personnel,  (Attn:  Privacy  Act  Coordina¬ 
tor),  Navy  Department,  Washington,  D.C.  20370;  or,  in  accordance 
with  the  Directory  of  the  Department  of  the  Navy  Mailing  Addresses 
(i.e.,  local  activities). 

The  letter  should  contain  full  name,  social  security  number,  activi¬ 
ty  at  which  employed,  and  signature  of  the  requestor. 

The  individual  may  visit  the  Chief  of  Naval  Personnel,  Arlington 
Annex  (FOB  2),  Rm  1066,  Washington,  D.C.  for  assistance  with 
records  located  in  that  building;  or  the  individual  may  visit  the  local 
activity  to  which  attached  for  access  to  locally  maintained  records. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy  and  Department  of  Defense  in  the  performance  of 
their  official  duties  and  as  specified  by  current  Instructions  and 
Regulations  promulgated  by  competent  authority;  previous  em¬ 
ployers;  educational  institutions;  employment  agencies;  civilian  and 
military  investigative  reports;  general  correspondence  concerning  in¬ 
dividual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00022CIVPERSADMSYS 

System  name:  Civilian  Personnel  Administrative  Services  Record 
System 

System  location:  Bureau  of  Naval  Personnel,  Navy  Department, 
Washington,  D.  C.  20370 

Categories  of  individuals  covered  by  the  system:  Civilian  employees 
and  former  employees  of  the  Bureau  of  Naval  Personnel  and  the 
Naval  Personnel  Program  Support  Activity. 

Categories  of  records  in  the  system:  Correspondence  and  records 
concerning  personal  identification,  directory  and  locator  services, 
vehicle  parking,  security,  disaster  control,  community  relations 
(blood  donor,  etc.)  employee  recreation  programs  temporary  duty 
travel,  employee  applications,  nominations,  training,  violations  of 
rules,  appointments  to  duties  or  offices,  security,  and  other  personal 
action  records. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  other  components  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  the 
management,  supervisor  and  administration  of  civilian  employees  of 
the  Bureau  of  Naval  Personnel  Program  Support  Activity. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon,  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  management,  supervision, 
and  supervision  of  civilian  employees  of  the  Bureau  of  Naval  Person¬ 
nel  and  the  Naval  Personnel  Program  Support  Activity. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 


other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies. 

The  Senate  or  House  of  Representatives  of  the  United  States  or 
any  committee  or  subcommittee  thereof,  on  matters  within  their  ju¬ 
risdiction  requiring  disclosure  of  the  files  or  records  of  civilian  per¬ 
sonnel  covered  by  this  system.  Such  civilian  contractors  and  their 
employees  as  are  or  may  be  operating  in  accordance  with  an  ap¬ 
proved,  official  contract  with  the  U.  S.  Government. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  or  card  files 

Retrievability:  Filed  alphabetically  by  last  name  of  subject 

Safeguards:  Access  to  records  restricted  to  those  who  have  a  need 
to  know.  The  small  amount  of  classified  information  is  maintained  in 
approved  security  containers. 

Retention  and  disposal:  Records  are  retained  and  disposed  of  in  ac¬ 
cordance  with  Departmental  regulations. 

System  managers)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.  C.  20370 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Chief  of  Naval  Personnel  (Attn:  Privacy  Act  Coordina¬ 
tor),  Navy  Department,  Washington,  D.  C.  20370;  letter  should  con¬ 
tain  full  name,  social  security  account  number,  civilian  status 
(currently  employed  or  previously  employed),  system  of  records  to 
which  access  is  desired,  and  signature  of  the  requestor.  The  in¬ 
dividual  may  also  visit  the  Chief  of  Naval  Personnel,  Arlington 
Annex  (FOB  2),  Rm  2066,  Washington,  D.  C.  Proof  of  identification 
will  be  by  picture-bearing  identification  or  other  positive  personal 
identification. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  From  supervisor  of  subject,  from  Civil 
Service  Commission,  from  Naval  Investigative  Service,  BUPERS 
Duty  Officer,  BUPERS  Security  Manager,  BUPERS  Classified 
Clearance  Officers,  from  Assistant  Chief  of  Naval  Personnel  for  Per¬ 
formance  and  Security,  from  BUPERS  employee  personnel  records, 
from  Headquarters,  U.  S.  Marine  Corps,  from  American  Red  Cross. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00022ENLDEVDISTSYS 

System  name:  Enlisted  Development  and  Distribution  Support  System 

System  location:  Primary  System-Bureau  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370  Secondary  System-Enlisted 
Personnel  Management  Center,  New  Orleans,  Louisiana  70159  and 
Naval  Reserve  Personnel  Center,  Naval  Support  Activity  (East 
Bank),  Bldg.  603,  New  Orleans,  Louisiana  70159 

Categories  of  individuals  covered  bv  the  system:  All  Navy  enlisted 
personnel:  active,  inactive,  reserve,  fleet  reserve,  and  retired. 

Categories  of  records  in  the  system:  Correspondence  and  records  in 
both  automated  and  non-automated  form  concerning  classification, 
assignment,  distribution,  advancement,  performance,  retention,  reen¬ 
listment,  separation,  training,  education,  morale,  personal  affairs, 
benefits,  entitlements,  and  administration  of  Navy  military  personnel. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations  — 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  emloyees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  to  initiate,  develop,  implement,  and  carry  out  policies  pertaining 
to  enlisted  personnel  assignment,  placement,  retention,  career 
enhancement  and  motivation,  and  other  career  related  matters,  in 
order  to  meet  manpower  allocations  and  requirements. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies.  Officials  and  employees  of  other  components  of  the 
Department  of  Defense  in  the  performance  of  their  official  duties  re¬ 
lated  to  the  management  and  administration  of  Navy  enlisted  person¬ 
nel  in  order  to  meet  manpower  allocations  and  requirements. 

Officials  and  employees  of  other  Departments  and  Agencies  of  the 
Executive  Branch  of  government,  upon  request,  in  the  performance 
of  their  official  duties  related  to  the  management  and  administration 
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of  Navy  enlisted  personnel  in  order  to  meet  manpower  allocations 
and  requirements. 

The  Senate  of  the  House  of  Representatives  of  the  United  States 
or  any  Committee  or  subcommittee  thereof  on  matters  within  their 
jurisdiction  requiring  disclosure  of  the  files  or  records  of  Navy  mili¬ 
tary  personnel. 

Such  civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.S.  Government. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  may  be  stored  on  magnetic  tapes,  disc, 
drums,  and  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders,  microfiche  or 
microfilm. 

Retrievability:  Automated  records  may  be  retrieved  by  social 
security  account  number  and/or  name. 

Manual  records  may  be  retrieved  by  name,  social  security  account 
number,  or  enlisted  service  number. 

Safeguards:  Computer  and  punched  card  processing  facilities  and 
terminals  are  located  in  restricted  areas  accessible  only  to  authorized 
persons  that  are  properly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  disposal:  Records  are  retained  or  disposed  of  in  ac¬ 
cordance  with  SECNAVINST  P5212.5B,  subj:  Disposal  of  Navy  and 
Marine  Corps  Records. 

System  managers)  and  address:  The  Chief  of  Naval  Personnel, 
Navy  Department,  Washington,  D.C.  20370 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Chief  of  Naval  Personnel  (Attn:  Privacy  Act  Coordina¬ 
tor),  Navy  Department,  Washington,  D.C.  20370;  or,  for  Training  and 
Administration  of  Reserve  personnel  only,  to  Commanding  Officer, 
(Attn:  Privacy  Act  Coordinator)  Naval  Reserve  Personnel  Center, 
Naval  Support  Activity  (East  Bank),  Bldg.  603,  New  Orleans,  Loui¬ 
siana  701 59.  The  letter  should  contain  fuU  name,  social  security  ac¬ 
count  number  (and/or  enlisted  service  number),  rate,  military  status, 
and  signature  of  the  requestor.  The  individual  may  visit  the  Chief  of 
Naval  Personnel,  Arlington  Annex  (FOB  2),  Rm.  1066,  Washington, 
D.C.  for  assistance  with  records  located  in  that  building;  or  Training 
and  Administration  of  Reserve  personnel  may  visit  the  Commanding 
Officer  (Privacy  Act  Coordinator),  Naval  Support  Activity  (East 
Bank),  Bldg.  603,  New  Orleans,  Louisiana  701 59.  Proof  of  identifica¬ 
tion  will  consist  of  Military  Identification  Card  for  persons  having 
such  cards,  or  other  picture-bearing  identification. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  ecords 
may  be  .obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  Department  of  Defense,  and  components  therof, 
in  performance  of  their  official  duties  and  as  specified  by  current  In¬ 
structions  and  Regulations  promulgated  by  competent  authority; 
general  correspondence  concerning  the  individual;  official  records  of 
professional  qualifications;  Navy  Relief  and  American  Red  Cross 
requests  for  verification  of  status;  Educational  institutions. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00022ENLMAUSTSYS 

System  name:  Enlisted  Master  File  Automated  System 

System  location:  Bureau  of  Naval  Personnel,  Navy  Department, 
Washington,  D.  C.  20370;  Personnel  Management  Information 
Center,  New  Orleans,  LA  70159;  Naval  Reserve  Personnel  Center, 
New  Orleans,  LA  70159 

Categories  of  individuals  covered  by  the  system:  All  Navy  Enlisted 
Personnel:  Active  and  Inactive 

Categories  of  records  in  the  system:  Computer  file  contains  data 
concerning  enlisted  assignment,  planning,  programming,  accounting, 
advancement,  career  development,  procurement,  education,  training, 
retirement,  performance,  security,  personal  data,  qualifications,  and 
enlisted  reserve  drill  data.  System  also  contains  Activity  Personnel 
Diaries,  personnel  accounting  documents,  Reserve  Unit  Drill  reports 
and  other  personnel  transaction  documents  necessary  to  maintain  file 
accuracy  and  currency;  and  all  computer  extracts,  microform,  and 
printed  reports  therefrom. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 

Regulations 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  the  management,  supervision,  and  administration  of 
Navy  enlisted  personnel  and  the  operation  of  personnel  affairs  and 
functions;  the  design,  development,  maintenance  and  operation  of 
the  automated  system  of  records. 

Comptroller  General  or  any  of  his  authorized  representatives,  upon 
request,  in  the  course  of  the  performance  of  duties  of  the  General 
Accounting  Office  relating  to  the  management,  supervision,  and  ad¬ 
ministration  of  Navy  enlisted  personnel. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies. 

Officials  and  employees  of  other  components  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  the 
management,  supervision  and  administration  of  Navy  enlisted  per¬ 
sonnel  and  the  operation  of  personnel  affairs  and  functions. 

Officials  and  employees  of  other  Departments  and  Agencies  of  the 
Executive  Branch  of  government,  upon  request,  in  the  performance 
of  their  official  duties  related  to  the  management,  supervision  and 
administration  of  Navy  enlisted  personnel  and  the  operation  of  per¬ 
sonnel  affairs  and  functions.  The  Senate  or  the  House  of  Representa¬ 
tives  of  the  United  States  or  any  committee  or  subcommittee  therof, 
on  matters  within  their  jurisdiction  requiring  disclosure  of  the  files  or 
records  of  Navy  enlisted  personnel. 

Such  civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.  S.  Government. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  are  stored  on  magnetic  tapes,  disks, 
drums  and  on  punched  cards. 

Printed  reports  and  other  related  documents  supporting  the  system 
are  stored  in  authorized  areas  only. 

Retrievability:  Automated  records  are  retrieved  by  Social  Security 
Account  Number. 

Safeguards:  Computer  files  are  kept  in  a  secure,  continuously 
manned  area  and  are  accessible  only  to  authorized  computer  opera¬ 
tors  and  programmers  who  are  directed  to  respond  to  valid,  official 
requests  for  data. 

Retention  and  disposal:  Automated  records  are  retained  in  ac¬ 
cordance  with  Manpower  and  Personnel  Management  Information 
System  Manual  (periods  range  from  1  month  to  permanent). 

System  manager(s)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.  C.  20370 

Notification  procedure:  Requests  by  correspondence  from  active 
duty  enlisted  personnel  shall  be  addressed  to  :  Chief  of  Naval  Per¬ 
sonnel  (Attn:  Privacy  Act  Coordinator),  Navy  Department,  Washing¬ 
ton,  D.  C.  20370;  requests  by  correspondence  from  inactive  duty  and 
reserve  enlisted  personnel  shall  be  addressed  to:  Commanding  Of¬ 
ficer,  Naval  Reserve  Personnel  Center  (Attn:  Privacy  Act  Coordina¬ 
tor),  New  Orleans,  LA  70159;  the  letter  must  contain  full  name,  so¬ 
cial  security  account  number,  name,  rate,  status,  and  signature  of 
requestor. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy  and  Department  of  Defense  in  performance  of 
their  official  duties  and  as  specified  by  current  instructions  and  regu¬ 
lations  promulgated  by  competent  authority;  educational  institutions. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00022EQOPPINFOSY  S 

System  name:  Equal  Opportunity  Information  and  Support  System 

System  location:  Primary  System-Bureau  of  Naval  Personnel,  Navy 
Department,  Washington,  D.  C.  20370;  and  local  activity  to  which  in¬ 
dividual  is  attached  (see  Directory  of  the  Department  of  the  Navy 
Mailing  Addresses). 

Secondary  System-Department  of  the  Navy  Activities  in  the  Chain 
of  Command  between  the  local  activity  and  the  Headquarters  level 
(see  Directory  of  the  Department  of  the  Navy  Mailing  Addresses). 
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Categories  of  individuals  covered  by  the  system:  Navy  personnel 
who  are  involved  in  formal  or  informal  investigations  involving 
aspects  of  equal  opportunity;  and/or  who  have  initiated,  or  were  the 
subject  of  correspondence  concerning  aspects  of  equal  opportunity. 

Categories  of  records  in  the  system:  Correspondence  and  records 
concerning  incident  data,  endorsements  and  recommedations,  formal 
and  informal  investigations  concerning  aspects  of  equal  opportunity. 

Authority  for  maintenance  of  the  system:  5  USC  301  DEPART¬ 
MENTAL  REGULATIONS 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  equal  opportunity  matters. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  l  igation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies. 

Officials  and  employees  of  other  components  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  equal 
opportunity  matters. 

Officials  and  employees  of  other  Departments  and  Agencies  of  the 
Executive  Branch  of  government,  upon  request,  in  the  performance 
of  their  official  duties  related  to  equal  opportunity  matters. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  Committee  or  subcommittee  thereof,  any  joint  committee  of 
Congress  or  any  subcommittee  of  joint  committees  on  matters  within 
their  jurisdiction  requiring  disclosure  of  the  files  or  records  of  Navy 
military  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  individual  con¬ 
cerned. 

Safeguards:  Records  maintained  in  areas  accessible  only  to 
authorized  personnel  on  a  need  to  know  basis. 

Retention  and  disposal:  Records  disposed  of  after  two  years  in  ac¬ 
cordance  with  SECNAV1NST  P5212.5B,  'Disposed  of  Navy  and 
Marine  Corps  Records';  or  in  accordance  with  Departmental  Regula¬ 
tions. 

System  managers)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370. 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Chief  of  Naval  Personnel  (Attn:  Privacy  Act  Coordina¬ 
tor),  Washington,  D.C.  20370;  or,  in  accordance  with  the  Directory  of 
the  Department  of  the  Navy  Mailing  Addresses  (i.e.,  local  activities). 
The  letter  should  contain  full  name,  social  security  account  number, 
rank/rate,  military  status,  and  signature  of  the  requestor. 

The  individual  may  visit  the  Chief  of  Naval  Personnel,  Arlington 
Annex  (FB  2),  Rm.  1066  Washington  D.C.  for  assistance  with  records 
located  in  that  building;  or  the  individual  may  visit  the  local  activity 
to  which  attached  for  access  to  locally  maintained  records.  Proof  of 
identification  will  consist  of  Military  Identification  Card  for  persons 
having  such  cards,  or  other  picture-bearing  identification. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  Department  of  Defense,  and  components  thereof, 
in  performance  of  their  official  duties  and  as  specified  by  current  In¬ 
structions  and  Regulations  promulgated  by  competent  authority; 
federal,  state,  and  local  court  documents;  military  investigatory  re¬ 
ports;  general  correspondence  concerning  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  00,  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N00022NAVHOMRESINFSY 
System  name:  Naval  Home  Resident  Information  System 

System  location:  Primary  System-Governor,  U.S.  Naval  Home, 
24th  and  Grays  Ferry  Avenue,  Philadelphia  Pennsylvania  19146 
Secondary  System-National  Personnel  Records  Center,  St.  Louis, 
Missouri  63132 

Categories  of  individuals  covered  by  the  system:  Residents  of  the 
Naval  Home  (current,  discharged  and  deceased). 


Categories  of  records  in  the  system:  Correspondence  and  records 
concerning  application  for  admission  and  supporting  documents,  per¬ 
sonnel  data,  service  data,  personal  affairs,  administrative  records 
covering  period  of  residence. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

24  USC  17  • 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy,  generally,  and  the  Naval  Home,  specifi¬ 
cally,  in  the  performance  of  their  official  duties  related  to  the 
management,  supervision,  and  administration  of  the  Naval  Home. 

The  Comptroller  General  or  any  his  authorized  representatives, 
upon  request,  in  the  performance  of  duties  of  the  General  Account¬ 
ing  Office  related  to  the  management,  supervision,  and  administra¬ 
tion  of  the  Naval  Home. 

Officials  and  employees  of  the  Veterans  Administration  in  the  per¬ 
formance  of  their  duties  related  to  eligibility,  notification  and 
assistance  in  obtaining  benefits  by  residents  of  the  Naval  Home. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Manual  records  may  be  stored  in  paper  file  folders,  and/or 
vertical  card  files. 

Retrievability:  Records  may  be  retrieved  by  name. 

Safeguards:  All  file  folders  and  cards  of  residents  are  locked  in  file 
cabinets  and  are  available  only  to  authorized  persons  having  a  need 
to  know. 

Retention  and  disposal:  Records  are  maintained  at  Naval  Home  for 
life  of  Resident  and  for  10  years  after  death  or  discharge  or  Resident; 
thereafter,  records  are  retained  at  the  National  Personnel  Records 
Center,  St.  Louis,  Missouri. 

System  manager(s)  and  address:  Governor,  U.S.  Naval  Home,  24th 
and  Grays  Ferry  Avenue,  Philadelphia,  Pa  19146. 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to  :  Governor,  U.S.  Naval  Home,  24th  and  Grays  Ferry 
Avenue,  Philadelphia,  Pa  19146.  The  letter  should  contain  full  name, 
social  security  account  number  (and/or  enlisted  service 
number/officer  file  number),  rank/rate,  and  signature  of  requestor. 
The  individual  may  visit  the  Governor,  U.S.  Naval  Home  for 
assistance  with  record  located  in  that  building.  Proof  of  identification 
will  consist  of  Military  Identification  Card. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  Department  of  Defense,  and  Veteran’s  Adminis¬ 
tration  in  the  performance  of  their  official  duties  and  as  specified  by 
current  Instructions  and  Regulations  promulgated  by  competent 
authority  ;  general  correspondence  concerning  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N000220FFDEVDISTSYS 

System  name:  Naval  Officer  Development  and  Distribution  Support 
System 

System  location:  Bureau  of  Naval  Personnel,  Navy  Department, 
Washington,  D.C.  20370 

Categories  of  individuals  covered  by  the  system:  All  Naval  officers 
on  active  duty;  all  Naval  Reserve  officers  requesting  recall  to  active 
duty. 

Categories  of  records  in  the  system:  Correspondence  and  personnel 
records  in  both  automated  and  non-automated  form  concerning  clas¬ 
sification,  qualifications,  assignment,  placement,  career  development, 
education,  training,  recall,  release  from  active  duty  and  management 
of  Naval  officers. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

10  USC  5504  Lineal  List 

10  USC  5708  Promotion  Selection  List 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  the  classification,  qualifications,  assignment,  place¬ 
ment,  career  development,  education,  training,  recall  and  release  of 
officer  personnel  in  order  to  meet  manpower  allocations  and  require- 
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mcnts  'I'hc  Comptroller  General  or  any  of  his  authorized  representa¬ 
tives.  upon  request,  in  the  course  of  the  performance  of  duties  of  the 
(ieneral  Accounting  Office  relating  to  the  Navy's  military  manpower 
allocations  and  requirements. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representive  of  the  Executive 
Branch  agencies.  Officials  and  employees  of  other  components  of  the 
Department  of  Defense  in  the  performance  of  their  official  duties  re¬ 
lated  to  the  management  and  administration  of  Naval  officer  person¬ 
nel  in  order  to  meet  manpower  allocations  and  requirements. 

Officials  and  employees  of  other  Departments  and  Agencies  of  the 
Executive  Branch  of  government,  upon  request,  in  the  performance 
of  their  official  duties  related  to  the  management  and  administration 
of  Naval  officer  personnel  in  order  to  meet  manpower  allocations 
and  requirements. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  Committee  or  subcommittee  therof.  any  joint  committee  of 
Congress  or  any  subcommittee  of  joint  committees  on  matters  within 
their  jurisdiction  requiring  disclosure  of  the  files  or  records  of  Navy 
military  personnel. 

Such  Civilian  Contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.  S.  Government. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  may  be  stored  on  magnetice  tapes, 
disc,  drums  and  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders,  microfiche  or 
microfilm. 

Ketricvability:  Automated  records  may  be  retrieved  by  social 
security  account  number  and/or  name. 

Manual  records  may  be  retrieved  by  name  or  social  security  ac¬ 
count  number. 

Safeguards:  Computer  and  punched  eafd  processing  facilities  and 
terminals  arc  located  in  restricted  areas  accessible  only  to  authorized 
persons  that  arc  properly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  arc  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  disposal:  Records  are  generally  maintained  until  su¬ 
perseded.  or  for  a  period  of  two  years  or  until  release  from  active 
duty  and  disposed  of  by  burning  or  shredding. 

System  manager(s)  and  address:  Chief  of  Naval  Personnel.  Navy 
Department.  Washingtonm.  D  C.  20370 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Chief  of  Naval  Personnel  (Attn:  Privacy  Act  Coordinator) 
Navy  Department.  Washington.  D.C.  20370.  The  letter  should  contain 
full  name.  rank,  social  security  account  number,  designator,  address 
and  signature. 

The  individual  may  visit  the  Chief  of  Naval  Personnel.  Arlington 
Annex  (FOB  2)  Rm.  1066  Washington.  D.C.  for  assistance.  Advance 
notification  is  requested  for  personal  visits.  Proof  of  identification 
will  consist  of  military  identification  card. 

Record  access  procedures:  The  Agency's  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGF.R. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  SYSMANAGF.R. 

Record  source  categories:  Personnel  Service  jackets:  records  of  the 
officer  promotion  system:  officials  and  employees  of  the  Department 
of  the  Navy.  Department  of  Defense,  and  components  thereof,  in 
performance  of  their  official  duties  and  as  specified  by  current  in¬ 
structions  and  regulations  promulgated  by  competent  authority:  edu¬ 
cation  institutions;  official  records  of  professional  qualifications: 
general  correspondence  concerning  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 

N000220FFMAUSTSYS 

System  name:  Officer  Master  File  Automated  System 

System  location:  Bureau  of  Naval  Personnel.  Navy  Department. 
Washington.  1).C.  20370:  Personnel  Management  Information  Center. 
New  Orleans.  LA  70159;  Naval  Reserve  Personnel  Center.  New  Or¬ 
leans.  LA  70159 

Categories  of  individuals  covered  by  the  system:  All  Naval  Officers: 
commissioned,  warrant,  active,  inactive;  officer  candidates,  and 
Naval  Reserve  Officer  Training  Corps  personnel. 


Categories  of  records  in  the  system:  Computer  file  contains  data 
concerning  officer  assignment,  planning,  accounting,  promotions, 
career  development,  procurement,  education,  training,  retirement, 
performance,  security,  personal  data,  qualifications,  programming, 
and  Reserve  Officer  drill  data.  System  also  contains  activity  Person¬ 
nel  Diaries,  personnel  accounting  documents.  Reserve  Unit  Drill  Re¬ 
ports  and  other  personnel  transaction  documents  necessary  to  main¬ 
tain  file  accuracy  and  currency:  and  all  computer  file  extracts, 
microform  and  printed  reports  therefrom. 

Autforrity  for  maintenance  of  the  system:  Title  '  l  SC  301  Depart¬ 
mental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  the  management,  supervision,  and  administration  of 
Navy  officer  personnel  and  the  operation  of  personnel  affairs  and 
functions:  the  design,  development,  maintenance  and  operation  of 
the  automated  system  of  records.  ._ 

The  Comptroller  (ieneral  or  any  of  Ins  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  Navy's  military  manpower 
management  program.  The  Attorney  (ieneral  of  the  United  States  or 
his  authorized  representatives  in  connection  with  litigation,  law  en¬ 
forcement.  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  carried  out  as  the  legal  representative  of  the 
Lvecutvie  Branch  agencies. 

Officials  and  employees  of  other  components  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  the 
management,  supervision  and  administration  of  Navy  officer  person¬ 
nel  and  the  operation  of  personnel  affairs  and  functions. 

Officials  and  employees  of  other  Departments  and  Agencies  of  the 
Executive  Branch  of  government,  upon  request,  in  the  performance 
of  their  official  duties  related  to  the  management,  supervision  and 
administration  of  Navy  officer  personnel  and  the  operation  of  per¬ 
sonnel  affairs  and  functions.  The  Senate  or  the  House  of  Representa¬ 
tives  of  the  United  States  or  any  committee  or  subcommittee  therof. 
on  matters  w  ithin  their  jurisdiction  requiring  disclosure  of  the  files  or 
records  of  Navy  officer  personnel. 

Such  C'ivilain  Contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.S.  Government. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  Records  are  stored  on  magnetic  tapes,  disks, 
drums  and  on  punched  cards.  Printed  reports  and  other  paper  docu¬ 
ments  supporting  the  system  are  stored  in  authorized  personnel  areas 
only. 

Rctricvability:  Automated  records  are  retrieved  by  Social  Security 
Account  number. 

Safeguards:  Computer  files  are  kept  in  a  secure,  continuously 
manned  area  and  are  accessible  only  to  authorized  computer  opera¬ 
tors  and  programmers  who  are  directed  to  respond  to  valid,  official 
requests  for  data. 

Retention  and  disposal:  Records  are  retained  in  accordance  with 
MAPMIS  Manual  (pcritKls  range  from  I  month  to  permanent). 

System  inanager(s)  and  address:  Chief  of  Naval  Personnel.  Depart¬ 
ment  of  the  Navy.  Washington.  D.C.  20370. 

Notification  procedure:  Active  duty  Navy  Officers/Officer  Can¬ 
didates  shall  request  by  correspondence  addressed  to:  Chief  of  Naval 
Personnel  (Attn:  Privacy  Act  Coordinator)  Navy  Department. 
Washington.  D.C.  20370.  Naval  Reserve  and  retired  officers  shall 
request  by  correspondence  from  commanding  officer.  Naval  Reserve 
Personnel  Center.  New  Orleans.  1.A  70159.  Requests  shall  contain 
full  name.  Social  Security  Account  Number,  rank,  status,  address 
and  signature  of  the  requestor. 

Record  access  procedures:  The  Agency  's  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGF.R. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGF.R. 

Record  source  categories:  Officers  and  employees  of  the  Depart¬ 
ment  of  the  Navy.  Department  of  Defense  and  components  therof.  in 
performance  of  their  official  duties  and  as  specified  by  current  In¬ 
structions  and  Regulation  promulgated  by  competent  authority:  offi¬ 
cial  records  of  professional  qualifications:  Educational  institutions. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N000220FFPROMSYS 
System  name:  Officer  Promotion  System 
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System  location:  Bureau  of  Naval  Personnel,  Navy  Department, 
Washington  D.C.  20370;  and  Reporting  Seniors  (see  Directory  of  the 
Department  of  the  Navy  Mailing  Addresses);  Federal  Records 
Storage  Centers;  National  Archives. 

Categories  of  individuals  covered  by  the  system:  All  officers  on  ac¬ 
tive  duty;  all  reserve  officers  on  inactive  duty. 

Categories  of  records  in  the  system:  Fitness  Report  Jacket,  Selec¬ 
tion  Board  Jacket,  Officer  Summary  Record.  Promotion  History 
Cards,  and  other  records  concerning  fitness  and  qualifications  of  of¬ 
ficers  and  related  to  promotion  requirements. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

10  USC  543  Selection  Boards 

10  USC  33  ,  545  ,  549  Promotions 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  the  selection  of  officers  for  promotion  in  the  U.S. 
Navy. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  Navy’s  Officer  Promotion 
System  and  records  contained  therin. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  Agencies. 

Officials  and  employees  of  other  components  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  the 
Navy’s  Officer  Promotion  System  and  records  contained  therin. 

Officials  and  employees  of  other  Departments  and  Agencies  of  the 
Executive  Branch  of  the  Government,  upon  request,  in  the  per¬ 
formance  of  their  official  duties  related  to  the  Navy’s  Officer  Promo¬ 
tion  System  and  the  records  contained  therein. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  therof,  any  joint  committee  of 
Congress  or  any  subcommittee  of  joint  committees  on  matters  within 
their  jurisdiction  requiring  disclosure  of  the  files  or  records  of  Naval 
Officers.  Such  Civilian  Contractors  and  their  employees  as  are  or 
may  be  operating  in  accordance  with  an  approved,  official  contract 
with  the  U.S.  Government. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  may  be  stored  on  magnetic  tape,  discs 
or  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders,  microfiche  or 
microfilm. 

Retrievability:  Automated  records  may  be  retrieved  by  social 
security  account  number.  Manual  records  may  be  retrieved  by  social 
security  account  number  and/or  officer  file  number,  and  name. 

Safeguards:  Computer  and  punched  card  processing  facilities  and 
terminals  are  located  in  restricted  areas  accessible  only  to  authorized 
persons  that  are  properly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  disposal:  Records  are  retained  or  disposed  of  in  ac¬ 
cordance  with  SECNAVINST  P5212.5B,  subj:  Disposal  of  Navy  and 
Marine  Corps  Records. 

System  managerfs)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Chief  of  Naval  Personnel  (Attn:  Privacy  Act  Coordina¬ 
tor),  Navy  Department,  Washington,  D.C.  20370;  or  to  Reporting 
Seniors  (see  Directory  of  the  Department  of  the  Navy  Mailing  Ad¬ 
dresses).  The  letter  should  contain  full  name,  social  security  account 
number,  (or  officer  file  number),  rank,  military  status,  address  and 
signature  of  the  requestor. 

The  individual  may  visit  the  Chief  of  Naval  Personnel,  Arlington 
Annex,  (FOB  2),  Rm.  1066,  Washington,  D.C.  for  assistance  with 
records  located  in  that  building;  or  the  individual  may  visit  the  Re¬ 
porting-Senior  for  records  maintained  by  that  individual.  Proof  of 
identification  will  consist  of  Military  Identification  Card. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 


Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  Department  of  Defense,  other  Departments  and 
Agencies  of  the  Executive  Branch  of  the  Government,  and  com¬ 
ponents  therof,  in  the  performance  of  their  official  duties  as 
specified  by  current  Instructions  and  Regulations  promulgated  by 
competent  authority;  educational  institutions;  federal,  state  and  local 
court  documents;  general  correspondence  concerning  the  in¬ 
dividual  ;official  records  of  professional  qualifications. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N00022PERSCOMSOLPRSY 

System  name:  Personal  Commercial  Affairs  Solicitation  Privilege  File 
System 

System  location:  Primary  System-Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370. 

Secondary  System-Local  Navy  Activities  involved  in  the  Personal 
Commercial  Affairs  Solicitation  Privilege  System  (see  Directory  of 
the  Department  of  the  Navy  Mailing  Addresses). 

Categories  of  individuals  covered  by  the  system:  Individuals  who  are 
authorized  Personal  Commercial  Affairs  Solicitation  Authorization 
concerning  solicitation  privileges  on  board  military  installations. 

Categories  of  records  in  the  system:  Correspondence  and  records 
concerning  letter  of  application  for  solicitation  privileges,  letters  of 
accreditation,  violation  incident  data,  denial  data,  appeal  data,  and 
other  supporting  documents. 

Authority  for  maintenance  of  the  system:  Title  5  USC  301  Depart¬ 
mental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  Commercial  Affairs  Solicitation  matters. 

Officials  and  employees  of  other  components  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  Com¬ 
mercial  Affairs  Solicitation  matters. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittees  on  matters  within  their  jurisdic¬ 
tion  requiring  disclosure  of  files  of  persons  affected. 

State  and  local  agencies  in  performance  of  their  official  duties  re¬ 
lated  to  agent  qualifications. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies. 

Private  firms  whose  agents  have  been  banned  may  request  verifica¬ 
tion  of  the  status  of  agents. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Manual  records  may  be  stored  in  paper  file  folders. 

Retrievability:  Records  are  retrieved  by  name  of  agent  or  agency. 

Safeguards:  Records  are  accessible  only  to  authorized  personnel 
having  a  need  to  know. 

Retention  and  disposal:  Files  are  retained  and  disposed  of  in  ac¬ 
cordance  with  SECNAVINST  P5212.5B,  subj:  Disposal  of  Navy  and 
Marine  Corps  Records,  or  Departmental  Regulations. 

System  managerfs)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Chief  of  Naval  Personnel  (Attn:  Privacy  Act  Coordina¬ 
tor),  Navy  Department,  Washington,  D.C.  20370;  or  in  accordance 
with  the  Directory  of  the  Department  of  the  Navy  Mailing  Addresses 
(i.e.,  local  activities).  The  letter  should  contain  full  name,  social 
security  number  of  the  applicant,  firm  represented,  and  dates  or  time 
period  in  question,  and  signature  of  the  requestor.  The  individual 
may  visit  the  Chief  of  Naval  Personnel,  Arlington  Annex  (FOB  2), 
Rm  1066,  Washington,  D.C.  for  assistance  with  records  located  in 
that  building;  or  the  individual  may  visit  the  local  activity  for  access 
to  records  maintained  locally.  Proof  of  identification  will  consist  of 
picture-bearing  identification. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerning  may  be  obtained  from  the  SYSMANAGER. 
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Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  Department  of  Defense,  and  components  thereof, 
in  performance  of  their  official  duties  as  specified  by  current  Instruc¬ 
tions  and  Regulations  promulgated  by  competent  authority;  State  and 
local  agencies  in  the  performance  of  their  official  duties  related  to 
agent  qualifications;  investigatory  records;  general  correspondence 
concerning  individual  agents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00022PERSERVDEPSERVS 

System  name:  Personal  Services  and  Dependents  Services  Support 
System 

System  location:  Primary  System-Bureau  of  Naval  Personnel.  Navy 
Department,  Washington,  D.C.  20370;  Navy  Family  Allowance  Ac¬ 
tivity,  Anthony  J.  Celebrezze  Federal  Building.  Room  967,  Cleve¬ 
land,  Ohio  44199;  local  activity  to  which  individual  is  assigned  (see 
Directory  of  the  Department  of  the  Navy  Mailing  Addresses). 

Secondary  System-Department  of  the  Navy  Activities  in  the  Chain 
of  Command  between  the  local  activity  and  the  Headquarters  level 
(see  Directory  of  the  Department  of  the  Navy  Mailing  Addresses). 

Categories  of  individuals  covered  by  the  system:  All  Navy  military 
personnel:  officers,  enlisted,  active,  inactive,  reserve,  fleet  reserve, 
retired,  midshipmen,  officer  candidates.  Naval  Reserve  Officer 
Training  Corps  personnel,  and  their  dependents. 

Categories  of  records  in  the  system:  Applications,  forms,  correspon¬ 
dence  and  supporting  documents  and  other  personnel  records  con¬ 
cerning  entitlements,  benefits,  basic  allowance  for  quarters,  waiver 
of  indebtedness,  travel  allowances,  morale,  and  personal  affairs. 

Authority  for  maintenance  of  the  system:  5  USC  301.  Departmental 
Regulations 

10  USC  6161 

10  USC  2774  as  added  by  Public  Law  92-453 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  the  management,  supervision,  and  administration  of 
personal  services,  benefits  and  entitlements  for  Navy  members  and 
their  dependents. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  related  to  management,  supervision  and 
administration  of  personal  services,  benefits  and  entitlements  for 
Navy  members  and  their  dependents. 

Officials  and  employees  of  the  Veterans'  Administration  in  the  per¬ 
formance  of  their  official  duties  related  to  eligibility,  notification  and 
assistance  in  obtaining  benefits  by  members  and  former  members  of 
the  Navy. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  Committee  or  subcommittee  thereof,  any  joint  committee  of 
Congress  or  any  subcommittee  of  joint  committees  on  matters  within 
their  jurisdiction  requiring  disclosure  of  the  files  or  records  of  Navy 
military  personnel  and  their  dependents. 

Officials  and  employees  of  Navy  Relief  and  the  American  Red 
Cross  in  the  performance  of  their  duties  related  to  assistance  of  the 
members,  their  dependents  and  relatives. 

State  and  local  agencies  in  performance  of  their  official  duties  re¬ 
lated  to  assistance  of  the  members  and  their  dependents. 

Non-government  agencies  only  to  assist  members  and  their  depen¬ 
dents. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  may  be  stored  on  magnetic  tapes,  disc, 
drums  and  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders. 

Retrievahility:  Records  may  be  retrieved  by  name,  social  security 
account  number  or  enlisted  service  numbcr/officcr  file  number  of 
member;  or  name  of  dependent. 

Safeguards:  Computer  and  punched  cards  processing  facilities  arc 
located  in  restricted  areas  accessible  only  to  authorized  persons  that 
are  properly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  disposal:  Records  arc  retained  or  disposed  of  in  ac¬ 
cordance  with  SECNAVINST  P5212.5B.  subj:  Disposal  of  Navy  and 
Marine  Corps  Records. 

System  manager(s)  and  address:  Chief  of  Naval  Personnel.  Navy 
Department,  Washington.  D.C.  20370. 


Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Chief  of  Naval  Personnel  (Attn:  Privacy  Act  Coordina¬ 
tor),  Navy  Department.  Washington.  D.C.  20370:  or  in  accordance 
with  the  Directory  of  the  Department  of  the  Navy  Mailing  Addresses 
(i.e..  local  activities).  The  letter  should  contain  full  name,  social 
security  account  number  (and/or  enlisted  service  number/officer  file 
number),  rank/rate,  military  status,  or  name  of  the  dependent,  name 
of  sponser.  sponsor's  social  security  account  number,  and  signature 
of  the  requestor. 

The  individual  may  visit  the  Chief  of  Naval  Personnel.  Arlington 
Annex  (FOB  2).  Room  1066.  Washington.  D.C.  for  assistance  with 
records  located  in  that  building:  or  the  individual  may  visit  the  local 
activity  for  access  to  locally  maintained  records.  Proof  of  identifica¬ 
tion  will  consist  of  Military  Identification  Card  for  persons  having 
such  cards,  or  other  picture-bearing  identification. 

Record  access  procedures:  The  Agency's  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGF.R. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGF.R. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy  and  the  Department  of  Defense  in  performance  of 
their  official  duties  and  as  specified  by  current  Instructions  and 
regulations  promulgated  by  competent  authority:  educational  institu¬ 
tions;  federal,  state,  and  local  court  documents:  general  correspon¬ 
dence  relative  to  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00022PERSRECSYS 

System  name:  Navy  Personnel  Records  System 

System  location:  Primary  System-Bureau  of  Naval  Personnel.  Navy- 
Department.  Washington.  D.C.  20370:  Naval  Reserve  Personnel 
Center.  Naval  Support  Activity  (Hast  Bank).  Bldg.  603.  New  Orle¬ 
ans.  LA  70159:  and  local  activity  to  which  individual  is  assigned  (see 
Directory  of  the  Department  of  ihe  Navy  Mailing  Addresses). 

Secondary  System-Department  of  the  Navy  Activities  in  the  Chain 
of  Command  between  the  local  activity  and  the  Headquarters  level 
(sec  Directory  of  the  Department  of  the  Navy  Mailing  Addresses): 
Federal  Records  Storage  Centers:  National  Archives. 

Categories  of  individuals  covered  by  the  system:  All  Navy  military 
personnel:  officers,  enlisted,  active,  inactive,  reserve,  fleet  reserve, 
retired,  midshipmen,  officer  candidates,  and  Naval  Reserve  Officer 
Training  Corps  personnel. 

Categories  of  records  in  the  system:  Personnel  Service  Jackets  and 
Service  Records,  correspondence  and  records  in  both  automated  and 
non-aulomalcd  form  concerning  classification,  assignment,  distribu¬ 
tion.  promotion,  advancement,  performance,  recruiting,  retention, 
rcenlistment.  separation,  training,  education,  morale,  personal  af¬ 
fairs.  benefits,  entitlements,  discipline  and  administration  of  Navy- 
military  personnel. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  the  management,  supervision,  and  administration  of 
Navy  military  personnel  and  the  operation  of  personnel  affairs  and 
functions:  the  design,  development,  maintenance  and  operation  of 
the  manual  and  automated  system  of  records. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  Navy's  military  manpower 
management  program. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies.  State  and  local  law  enforcement  agencies  or  their 
authorized  representatives  in  connection  with  litigation,  law  enforce¬ 
ment.  or  other  matters  under  the  jurisdiction  of  such  agencies. 

Officials  and  employees  of  other  components  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  the 
management,  supervision  and  administration  of  military  personnel 
and  the  operation  of  personnel  affairs  and  functions. 

Officials  and  employees  of  other  Departments  and  Agencies  of  the 
Executive  Branch  of  government,  upon  request,  in  the  performance 
of  their  official  duties  related  to  the  management,  supervision  and 
administration  of  military  personnel  and  the  operation  of  personnel 
affairs  and  functions. 
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Officials  and  employees  of  the  Department  of  Health,  Education 
and  Welfarei  Veterans’  Administration,  and  Selective  Service  Ad¬ 
ministration  in  the  performance  of  their  official  duties  related  to  eligi¬ 
bility,  notification  and  assistance  in  obtaining  benefits  by  members 
and  former  me  lbers  of  the  Navy.  The  Senate  of  the  House  of 
Representatives  of  the  United  States  or  any  Committee  or  subcom¬ 
mittee  thereof,  any  joint  committee  of  Congress  or  any  subcommittee 
of  joint  committees  on  matters  within  their  jurisdiction  requiring  dis¬ 
closure  of  the  files  or  records  of  Navy  military  personnel.  Officials 
and  employees  of  Navy  Relief  and  the  American  Red  Cross  in  the 
performance  of  their  duties  related  to  assistance  of  the  members  and 
their  dependents  and  relatives. 

State  and  local  agencies  in  performance  of  their  official  duties  re¬ 
lated  to  verification  of  status  for  determination  of  eligibility  for 
Veterans’  Bonuses  and  other  benefits  and  entitlements. 

Such  Civilian  Contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.S.  Government. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  may  be  stored  on  magnetic  tapes,  disc, 
drums  and  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders,  microfiche  or 
microfilm. 

Retrievability:  Automated  records  may  be  retrieved  by  social 
security  account  number  and/or  name. 

Manual  records  may  be  retrieved  by  name,  social  security  account 
number,  enlisted  service  number,  or  officer  file  number. 

Safeguards:  Computer  and  punched  card  processing  facilities  and 
terminals  are  located  in  restricted  areas  accessible  only  to  authorized 
persons  that  are  properly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  disposal:  Records  are  retained  or  disposed  of  in  ac¬ 
cordance  with  SECNAVINST  P5212.5B,  subj:  Disposal  of  Navy  and 
Marine  Corps  Records. 

System  managerfs)  and  add<%ss:  Chief  of  Naval  Personnel, 
Washington,  D.C.  20370;  Commanding  Officers,  Officers  in  Charge, 
and  Heads  of  Department  of  the  Navy  activities  as  listed  in  the 
Directory  of  the  Department  of  the  Navy  Mailing  Addresses. 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Chief  of  Naval  Personnel  (Attn:  Privacy  Act  Coordina¬ 
tor),  Navy  Department,  Washington,  D.C.  20370;  or,  in  accordance 
with  the  Directory  of  the  Department  of  the  Navy  Mailing  Addresses 
(i.e.,  local  activities).  The  letter  should  contain  full  name,  social 
security  account  number  (and/or  enlisted  service  number/officer  file 
number),  rank/rate,  designator,  military  status,  address,  and  signature 
of  the  requestor. 

The  individual  may  visit  the  Chief  of  Naval  Personnel,  Arlington 
Annex  (FOB  2),  Rm.  1066,  Washington,  D.C.,  for  assistance  with 
records  located  in  that  building;  or  the  individual  may  visit  the  local 
activity  to  which  attached  for  access  to  locally  maintained  records. 
Proof  of  identification  will  consist  of  Military  Identification  Card  for 
persons  having  such  cards,  or  other  picture-bearing  identification. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy  Department  of  Defense,  and  components  thereof, 
in  performance  of  their  official  duties  and  as  specified  by  current  In¬ 
structions  and  Regulations  promulgated  by  competent  authority;  edu¬ 
cational  institutions;  federal,  state,  and  local  court  documents; 
civilian  and  military  investigatory  reports;  general  correspondence 
concerning  the  individual;  official  records  of  professional  qualifica¬ 
tions;  Navy  Relief  and  American  Red  Cross  requests  for  verification 
of  status. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N00022PERSREHSUPPS  Y  S 

System  name:  Nav4  Personnel  Rehabilitation  Support  System 

System  location:  Primary  System-Bureau  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370; 


Decentralized  segments-Navy  Drug  Rehabilitation  Centers,  Navy 
Alcohol  Rehabilitation  Centers,  Navy  Counseling  and  Assistance 
Centers,  Navy  Alcohol  Rehabilitation  Drydocks,  Naval  Health 
Research  Center,  Navy  Corrections  Centers;  and  local  activities  to 
which  an  individual  is  assigned  (see  Directory  of  Department  of  the 
Navy  Mailing  Addresses). 

Categories  of  individuals  covered  by  the  system:  Navy  personnel 
(officers  and  enlisted)  who  have  been  identified  as  drug  or  alcohol 
abusers,  or  who  have  undergone  counseling  and  rehabilitation  for 
drug  or  alcohol  abuse  in  Navy  Drug  or  Alcohol  Rehabilitation  facili¬ 
ties;  recovered  alcoholic  and  nonalcoholic  professional  personnel 
who  work  part-time  helping  alcoholics;  active  duty  navy  recovered 
alcoholics  who  voluntarily  help  their  commands  develop  alcoholism 
prevention  programs;  navy  personnel  convicted  by  court  martial  and 
sentenced  to  confinement;  or  who  were  in  pre-trial  confinement. 

Categories  of  records  in  the  system:  Correspondence  and  records  in 
both  automated  and  non-automated  form  concerning  Interview  ap¬ 
praisals,  personnel,  service,  biographical,  educational,  evaluation  and 
testing,  performance,  and  drug  and  alcohol  rehabilitation  program 
data.  Correspondence  and  records  in  both  automated  and  non-auto¬ 
mated  form  concerning  those  in  confinement  containing  offense, 
legal,  service,  health,  personal,  evaluation  and  classification, 
discipline  and  conduct,  work  and  training  data,  interview  appraisals, 
inventories  of  confinement  personnel  management  data. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  measuring  the  extent  of  drug  and  alcohol  abuse  in  the 
Navy;  to  develop  and  support  drug  and  alcohol  abuse  programs  and 
policy;  to  assess  cost  effectiveness  of  drug  and  alcohol  abuse  control 
programs;  to  the  management,  supervision  and  administration  of  con¬ 
finement  and  related  rehabilitation  programs,  and  related  law  en¬ 
forcement  matters. 

Officials  and  employees  of  the  other  components  of  the  Depart¬ 
ment  of  Defense  in  performance  of  their  official  duties  related  to  the 
management,  supervision  and  administration  of  drug  and  alcohol 
abuse  control  programs  and  related  rehabilitation  programs;  and  to 
the  management,  supervision  and  administration  of  confinement  and 
related  rehabilitation  programs. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  management,  supervision, 
and  administration  of  drug  and  alcohol  abuse  control  programs  and 
related  rehabilitation  programs;  and  the  management,  supervision  and 
administration  of  confinement  and  related  rehabilitation  programs. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies. 

State  and  local  law  enforcement  agencies  or  their  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  jurisdiction  of  such  agencies. 

Officials  and  employees  of  other  Departments  and  Agencies  of  the 
Executive  Branch  of  government,  upon  request,  in  the  performance 
of  their  official  duties  related  to  the  management,  supervision,  and 
administration  of  drug  and  alcohol  abuse  control  programs  and  re¬ 
lated  rehabilitation  programs;  and  the  management,  supervision,  and 
administration  of  confinement  and  related  rehabilitation  programs. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  Committee  or  subcommittee  thereof,  any  joint  committee  of 
Congress  or  any  subcommittee  of  joint  committees  on  matters  within 
their  jurisdiction  requiring  disclosure  of  the  files  or  records  of  navy 
military  personnel. 

Such  Civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.S.  Government. 

Officials  and  employees  of  accredited  research  organizations  in 
cooperative  studies.  Each  study  in  which  records  of  members  and 
former  members  of  the  Naval  service  are  used  must  be  approved  by 
the  Chief  of  Naval  Personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  may  be  stored  on  magnetic  tapes,  disc, 
drums  or  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders,  microfiche  or 
microfilm. 
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Retrievability:  Automated  records  may  be  retrieved  by  social 
security  account  number. 

Manual  records  may  be  retrieved  by  name,  social  security  account 
number,  (and/or  enlisted  service  number/officer  file  number). 

Safeguards:  Computer  and  punched  card  processing  facilities  are 
located  in  restricted  areas  accessible  only  to  authorized  persons  that 
are  properly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  disposal:  Records  are  retained  and  disposed  of  in  ac¬ 
cordance  with  SECNAVINST  P5212.5B,  subj:  Disposal  of  Navy  and 
Marine  Corps  Records;  and  in  accordance  with  Department  Instruc¬ 
tions. 

System  manager(s)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Written  requests  should  be  made  to  the 
Chief  of  Naval  Personnel  (Attn;  Privacy  Act  Coordinator)  Navy  De¬ 
partment,  Washington,  D.C.  20370;  or  to  the  local  activity  to  which 
the  individual  is  assigned  (see  Directory  of  the  Department  of  the 
Navy  Mailing  Addresses).  Requests  must  contain  full  name,  social 
security  account  number,  military  status,  address  and  signature  of 
requestor.  (Those  inquiring  about  records  at  Confinement  Centers 
must  have  their  signature  notarized,  if  not  confined  at  time  of 
request.) 

The  individual  may  visit  the  Chief  of  Naval  Personnel,  Arlington 
Annex  (FOB  2),  Rm.  1066,  for  assistance  with  records  located  in  the 
Bureau  of  Naval  Personnel;  individual  may  also  visit  local  activity 
concerned  (see  Directory  of  Department  of  the  Navy  Mailing  Ad¬ 
dresses).  Proof  of  identification  will  consist  of  Military  Identification 
Card  for  persons  having  such  cards,  or  other  picture-bearing  identifi¬ 
cation.  * 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  Department  of  Defense,  and  components  thereof, 
in  performance  of  their  official  duties  and  as  specified  by  current  In¬ 
structions  and  Regulations  promulgated  by  competent  authority; 
notes  and  documents  from  Service  Jackets  and  Records;  federal, 
state  and  local  court  documents;  general  correspondence  concerning 
the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00022PERSTRANSSYS 
System  name:  Personnel  Transportation  System 

System  location:  Military  Traffic  Office  &  East  Coast  Passenger 
Control  Point,  Bureau  of  Naval  Personnel,  Navy  Department, 
Washington,  D.C.  20370. 

District  Passenger  Transportation  Office  &  West  Coast  Passenger 
Control  Point,  Headquarters,  TWELFTH  Naval  District,  Treasure. 
Island,  San  Francisco,  California  92132. 

District  Passenger  Transportation  Office  &  Alaskan  Passenger 
Control  Point,  Naval  Support  Activity,  Seattle,  Washington  98115. 

District  Passenger  Transportation  Offices,  all  other  Naval  District 
Headquarters. 

Overseas  Area  Travel  Coordinators  at  U.  S.  Naval  Activities, 
United  Kingdom;  U.  S.  Naval  Activities,  Spain;  Headquarters,  U.  S. 
Fleet  Air  Mediterranean;  U.  S.  Naval  Support  Activity,  Naples, 
Italy;  Headquarters,  Middle  East  Force;  U.  S.  Naval  Station, 
Keflavik.  Iceland;  U.  S.  Naval  Air  Facility,  Lajes,  Azores;  Naval 
Station,  Argentina,  Newfoundland;  Naval  Base,  Guantanamo  Bay, 
Cuba;  Headquarters,  TENTH  Naval  District;  Headquarters,  FIF¬ 
TEENTH  Naval  District;  Headquarters,  U.  S.  Naval  Forces,  Marian¬ 
nas;  Headquarters,  U.  S.  Naval  Forces,  Philippines;  Headquarters, 
U.  S.  Naval  Forces,  Japan;  and  Naval  Communication  Station 
Harold  E.  Holt,  Exmouth,  Western  Australia  (See  Directory  of  the 
Department  of  the  Navy  Mailing  Addresses). 

And  local  activities  (See  Directory  of  the  Department  of  the  Navy 
Mailing  Addresses). 

Categories  of  individuals  covered  by  the  system:  Navy  military  per¬ 
sonnel,  midshipmen,  retired  Navy  members,  civilian  employees  of 
the  Navy,  dependents  of  the  foregoing,  and  other  civilians  authorized 
through  Navy  commands  to  travel  at  Government  expense. 

Categories  of  records  in  the  system:  Applications  for  travel  and, 
where  applicable,  for  passports  and  visas;  requests  for  extension  of 
12-month  limit  on  travel  by  retired  member  to  home  of  record;  sup¬ 


porting  documents;  correspondence,  and  approvals/disapprovals 
relating  to  the  above  records;  travel  arrangements  in  response  to 
above  applications. 

Authority  for  maintenance  of  the  system:  37  USC  404  Travel  & 
Transportation  Allowances-General 

5  USC  5701  et  seq  Travel,  Transportation  &  Subsistence 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy,  Department  of  Defense  and  com¬ 
ponents  thereof  in  the  performance  of  their  official  duties  related  to 
the  determining  of  eligibility  for  transportation,  the  authorizing  or 
denying  of  transportation,  and  otherwise  managing  the  personnel 
transportation  system. 

Officials  and  employees  of  other  departments  and  agencies  of  the 
Executive  Branch  of  government,  upon  request,  in  the  performance 
of  their  official  duties  related  to  the  provision  of  transportation; 
diplomatic,  official,  and  other  no-cost  passports;  and  visas  to  subject 
individuals. 

Foreign  embassies,  legations,  and  consular  offices--to  determine 
eligibility  for  visas  to  respective  countries,  if  visa  is  required. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  control  of  travel  costs. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  thereof  on  matters  within  their  ju¬ 
risdiction  requiring  disclosure  of  files  or  records  of  individuals 
covered  by  this  system  of  records. 

Commercial  Carriers-providing  transportation  to  individuals  whose 
applications  are  processed  through  this  system  of  records. 

Such  civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved  official  contract  with  the 
U.  S.  Government. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  may  be  stored  on  magnetic  tapes,  disc, 
drums,  and  on  punched  cards.  Manual  records  in  file  folders  or  file- 
card  boxes,  microfiche  or  microfilm. 

Retrievability:  Automated  records  may  be  retrieved  by  social 
security  account  number  and/or  name.  Manual  records  are  filed 
alphabetically  by  name  of  applicant;  applications  for  dependents  filed 
by  name  of  sponsor. 

Safeguards:  Records  are  available  only  to  authorized  personnel 
having  a  need  to  know. 

Retention  and  disposal:  Records  are  retained  or  disposed  of  in  ac¬ 
cordance  with  SECNAVINST  P5212.5B,  subj:  Disposal  of  Navy  and 
Marine  Corps  Records,  or  in  accordance  with  Departmental  regula¬ 
tions.  .  * 

System  manager(s)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department.  Washington,  D.C.  20370 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to  the  local  activity  where  the  request  for  transportation  was 
initiated  (see  Directory  of  the  Department  of  the  Navy  Mailing  Ad¬ 
dresses),  and/or  to  intermediate  activities  (if  applicable)  (see  Directo¬ 
ry  of  the  Department  of  the  Navy  Mailing  Addresses,  or  to  the  Chief 
of  Naval  Personnel  (Attn:  Privacy  Act  Coordinator),  Navy  Depart¬ 
ment,  Washington,  D.C.  20370.  The  letter  should  contain  full  name, 
social  security  account  number,  address  and  signature  of  the 
requester.  The  individual  may  visit  the  activities  and  commands  listed 
under  LOCATION  for  assistance  with  the  records  maintained  at  the 
respective  locations.  Proof  of  identification  will  consist  of  Military 
Identification  Card  for  persons  having  such  cards.  Others  must 
present  other  positive  personal  identification,  preferably  picture-bear¬ 
ing. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  Department  of  Defense,  State  Department  and 
other  agencies  of  the  Executive  Branch  and  components  thereof,  in 
the  performance  of  their  official  duties  and  as  specified  by  current 
Instructions  and  Regulations  promulgated  by  competent  authority; 
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foreign  embassies,  legations,  and  consular  offices  reporting  ap¬ 
proval/disapproval  of  visas;  and  carriers  reporting  on  provision  of 
transportation. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N 00025  FAMHSG  ASSIGNS  Y 

System  name:  Family  Housing  Assignment  Application  System 

System  location:  All  Navy  activities  with  family  housing  assets. 

Categories  of  individuals  covered  by  the  system:  All  military  and 
civilian  personnel  eligible  for  or  interested  in  occupying  Navy  family 
housing. 

Categories  of  records  in  the  system:  All  applicants  for  family  hous¬ 
ing  provide  information  to  housing  office  at  next  duty  assignment 
pertaining  to  personal  data,  c.g.,  name,  address,  rank/rate,  social 
security  number/service  number,  length  of  service,  time  remaining  on 
active  duty,  data  of  rank,  etc.;  dependency  data,  e.g.,  total  number  in 
family,  spouse,  age  and  sex  of  dependents,  etc.;  and  other  pertinent 
housing  information,  e.g.,  last  assignment,  months  involuntarily 
separated,  special  health  problems,  etc. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  All  Navy  family  housing 
offices  use  data  to  determine  individual's  eligibility  for  family  hous¬ 
ing  and  notification  for  subsequent  assignment  to  family  housing  or 
granting  a  waiver  to  allow  occupancy  of  private  housing.  Data  is  used 
to  determine  and  list  individual's  name  on  appropriate  housing  wait¬ 
ing  list. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  Folders 

Retrievability:  By  individual's  name. 

Safeguards:  Housing  files  within  the  housing  office,  used  solely 
within  the  housing  organization  and  protected  by  military  installa¬ 
tion’s  security  measures.  Individual  may,  upon  request,  have  access 
to  housing  application  form. 

Retention  and  disposal:  Data  is  retained  until  termination  of  hous¬ 
ing  occupancy  and  subsequently  disposed  of  according  to  local 
records  disposition  instructions. 

System  managers)  and  address:  Bureau  of  Naval  Personnel,  PERS- 
71,  1000  North  Glebe  Road,  Arlington,  Virginia  20370 

Notification  procedure:  Records  are  maintained  by  housing  office  at 
the  Navy  activity  responsible  for  management  of  assets  from  data 
specifically  provided  by  individual  on  DD  Form  1646,  Application  for 
and  Assignment  to  Military  Family  Housing.  Individual  may  request 
access  to  such  data  upon  proof  of  identity  (ID  card). 

Record  access  procedures:  The  agency’s  rules  for  access  t  records 
may  be  obtained  from  installation  family  housing  office. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  installation  family  housing  office. 

Record  source  categories:  Data  collected  from  each  applicable  in¬ 
dividual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N 000 25  FAMHSGROMTSUSY 

System  name:  Family  Housing  Requirements  Survey  Record  Systems 

System  location:  Military  installations  with  family  housing  offices 

Categories  of  individuals  covered  by  the  system:  Officer  and  enlisted 
personnel  and  only  key  and  essential  civilian  personnel. 

Categories  of  records  in  the  system:  Non-individual  oriented  input 
documents  that  reflect  local  housing  assets;  family  housing  survey 
questionnaires  indicating  family  size,  individual  preference  for  hous¬ 
ing,  housing  cost,  and  indication  as  to  suitability  of  housing  for  need 
of  individual. 

Authority  for  maintenance  of  the  system:  5  USC  301  Department 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  to 
determine  the  housing  requirement  for  the  location  to  support 
proposed  family  housing  construction,  leasing,  mobile  home  spaces 
and  other  military  construction  programs  submitted  for  OSD  support 
and  Congressional  approval. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape  and  file  folders 

Retrievability:  Social  Security  Number. 


Safeguards:  Housing  files  used  solely  within  housing  office;  tape 
files  used  solely  within  data  processing  system;  and  protected  by  the 
military  installation's  security  measures. 

Retention  and  disposal:  Held  three  years  and  destroyed. 

System  manager(s)  and  address:  Overall  policy  official:  Naval 
Facilities  Engineering  Command,  200  Stovall  Street,  Alexandria,  Vir¬ 
ginia  22332.  Subordinate  record  holders  of  questionnaires:  family 
housing  office  at  military  installation. 

Notification  procedure:  Contact  housing  office  of  installation  at 
which  individual  was  assigned  when  the  individual  completed  the 
family  housing  questionnaire. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  installaton  family  housing  office. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  installation  family  housing  office. 

Record  source  categories:  Data  collected  from  each  applicable  in¬ 
dividual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00025  HSGREFSVCSYS 

System  name:  Housing  Referral  Services  Records  System 

System  location:  All  Navy  installations  with  housing  referral  offices 

Categories  of  individuals  covered  by  the  system:  All  military  person¬ 
nel  reporting  to  an  installation  who  will  be  residing  off-base  desirous 
of  seeking  off-base  housing. 

Categories  of  records  in  the  system:  Information  is  collected  on  DD 
Form  1668  from  all  military  personnel  reporting  to  a  housing  referral 
office  as  pertains  to  name,  grade,  branch  of  service,  organization  and 
location,  local  address;  housing  need,  e.g.,  rental/sale,  number  of 
bedrooms,  fumished/unfumished,  price  range,  etc.;  number  of  de¬ 
pendents,  male  or  female,  and  age;  a  list  of  housing  referral  services 
provided;  and  identification  of  member  of  racial  or  ethnic  minority 
groups.  Individuals  provided  referral  assistance  must  in  turn  provide 
notification  of  housing  selection  by  use  of  DD  Form  1670  which  in¬ 
cludes  such  information  as  type  of  housing  selected,  e.g.,  location, 
temporary/permanent,  rental/sale,  cost,  number  of  bedrooms;  media 
through  which  housing  was  found,  e.g.,  housing  referral,  realtor, 
newspaper,  etc.;  and  satisfaction  with  selection,  e.g.,  too  small,  too 
far;  discrimination  encountered;  and  satisfaction  with  housing  refer¬ 
ral  services  provided. 

Authority  for  maintenance  of  the  system:  S  USC  301  Department 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Referral  offices  use  data 
to  assist  and  counsel  individuals  in  locating  suitable  housing  off-base, 
used  for  follow-up  purposes  when  written  notification  from  in¬ 
dividual  is  not  provided  as  to  ultimate  location  of  housing;  used  for 
purposes  Of  reporting  statistics  on  field  activity  housing  referral  ser¬ 
vices;  used  to  follow-up  on  availability  of  rental  unit  subsequent  to 
occupant's  receipt  of  PCS  orders;  and  follow-up  regarding  te¬ 
nant/landlord  complaints. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  Folders 

Retrievability:  By  individual’s  name 

Safeguards:  Housing  files  within  the  housing  referral  or  housing  of¬ 
fice,  used  solely  within  the  housing  organization  and  protected  by 
military  installation’s  security  measures.  Individual  may  upon 
request,  have  access  to  all  such  data. 

Retention  and  disposal:  Data  is  retained  until  individual’s  tour  is 
completed  and  subsequently  disposed  of  according  to  local  records 
disposition  instructions. 

System  manager(s)  and  address:  Naval  Facilities  Engineering  Com¬ 
mand  (Code  08),  200  Stovall  Street,  Alexandria,  Virginia  22332 

Notification  procedure:  Records  are  maintained  by  housing  referral 
offices  at  the  Navy  activity  responsible  for  providing  referral  ser¬ 
vices  for  military  personnel  in  the  area.  Individual  may  request  ac¬ 
cess  to  records  upon  proof  of  identify  (ID  card). 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  installation  family  housing  office. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  installation  family  housing  office. 

Uecord  source  categories:  Data  collected  from  each  applicable  in¬ 
dividual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 


FEDERAL  REGISTER  VOL  40,  NO.  160 -MONDAY,  AUGUST  IS,  1975 


DEPARTMENT  OF  DEFENSE 


35915 


N 00028  PROP  ACCT  REC 
System  name:  Property  Accountability  Records 
System  location:  At  all  activities 

Categories  of  individuals  covered  by  the  system:  Any  Department  of 
the  Navy  employee  (military  or  civilian)  receiving  government  pro¬ 
perty  for  which  he  must  sign  a  receipt. 

Categories  of  records  in  the  system:  The  receipts  maintained  are  any 
of  the  following:  logbooks,  property  passes,  custody  chits,  charge 
tickets,  sign  out  cards,  tool  tickets,  sign  out  forms,  photographs, 
charge  cards,  or  any  other  statement  of  individual  accountability  for 
receipt  of  government  property. 

Authority  for  maintenance  of  the  system:  S  USC  301 
Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  receipts  will  be  used 
normally  and  properly  to  identify  individuals  to  whom  government 
property  has  been  issued.  Internal  use  of  the  receipts  will  generally 
be  by  the  local  official  accountable  for  control  of  government  proper¬ 
ty.  Receipts  so  maintained  may  be  referred  to  law  enforcement 
authorities  as  appropriate. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  receipts  may  be  maintained  in  any  of  the  following 
formats:  logbooks,  property  passes,  custody  chits,  charge  tickets, 
sign  out  cards,  tool  tickets,  sign  out  forms,  photographs,  charge  out 
cards  or  any  other  statement  of  individual  accountability  for  receipt 
of  government  property. 

Retrievability:  Retrievability  may  be  by  any  of  the  following: 
name,  badge  number,  tool  number,  property  serial  number,  or  any 
other  locally  determined  method  of  property  receipt  accountability. 
Safeguards:  The  receipts  are  unclassified. 

Retention  and  disposal:  Retention  of  receipts  for  property  is  at  the 
discretion  of  the  local  activity  responsible  for  the  property  being  is¬ 
sued. 

System  managers)  and  address:  Overall  policy  official:  no 
designated  official  The  system  manager  is  the  commanding  officer  or 
officer  in  charge  of  the  activity  where  the  property  accountability 
records  are  maintained. 

Notification  procedure:  Individuals  seeking  to  determine  whether 
system  records  contain  information  pertaining  to  them  may  do  so  by 
making  application  to  the  commanding  officer  or  officer  in  charge  of 
the  activity  where  the  receipts  are  located.  Individuals  making  appli¬ 
cation  must  have  a  Department  of  the  Navy  approved  identification 
card. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Information  is  collected  directly  from  the 
subject  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00030  DASO  CREW  EVAL 

System  name:  Fleet  Ballistic  Missile  Submarine  Demo  and 
Shakedown  Operation  Crew  Evaluation 
System  location:  Director,  Strategic  Systems  Projects  (PM-1)  De¬ 
partment  of  the  Navy  Washington,  D.C.  20376 
Categories  of  individuals  covered  by  the  system:  Officer  and  enlisted 
personnel  in  responsible  positions  within  the  Weapons  and  Naviga¬ 
tion  Department  of  both  crews  of  a  fleet  ballistic  missile  submarine 
undergoing  Demonstration  and  Shakedown  Operations 
Categories  of  records  in  the  system:  Memorandum  report  to  file 
Authority  for  maintenance  of  the  system:  3  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Preparation  of  Certifica¬ 
tion  for  Deployment  messages  by  Director,  Strategic  Systems  Pro¬ 
jects  and  Commander  Submarine  Group  Six  and  development  of  fol¬ 
low-on  training  programs 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  holders 

Retrievability:  Ship  and  crew  designators 

Safeguards:  Access  restricted  to  Assistant  for  Weapons  System 
Operation  and  Evaluation  staff.  Strategic  Systems  Project  Office  and 
Commander  Submarine  Group  Six  staff.  Vault  storage. 


Retention  and  disposal:  Maintained  for  at  least  two  years  then 
destroyed  by  shredding 

System  managers)  and  address:  Director,  Strategic  Systems  Pro¬ 
jects  Department  of  the  Navy  Washington,  D.C.  20376 
Notification  procedure:  All  inquires  should  be  directed  to  the  Priva¬ 
cy  Act  Coordinator: 

Deputy  Director,  Strategic  Systems  Projects 
Department  of  the  Navy 
Washington,  D.C.  20376 

and  should  indicate  full  name,  military  status,  time  period  and  ship 
undergoing  Demonstration  and  Shakedown  Operations,  and  billet 
held. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Observation  of  Demonstration  and 
Shakedown  Operation  team  and  questionnaire  filled  out  by  ship’s 
personnel 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00034  AFHPSP 

System  name:  Armed  Forces  Health  Professional  Scholarship  System 
System  location:  Commanding  Officer  Navy  Finance  Center 
Anthony  J.  Celebrezze  Federal  Building  Cleveland,  Ohio  44199 
Categories  of  individuals  covered  by  the  system:  AFHSP  students 
until  graduation 

Categories  of  records  in  the  system:  Personnel  and  entitlement  data 
necessary  for  pay  computation 
Authority  for  maintenance  of  the  system:  Public  Law  92-426 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Preparation  of  checks, 
leave  and  earnings  statements,  and  financial  reports 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape  and  file  folders 

Retrievability:  Social  security  account  number  and  member  name 
Safeguards:  Guards,  personnel  screening,  and  requestor  codes 
Retention  and  disposal:  Destroyed  ten  years  after  member’s  gradua¬ 
tion 

System  manager(s)  and  address:  Commanding  Officer  Navy 
Finance  Center  Anthony  J.  Celebreeze  Federal  Office  Building 
Cleveland,  Ohio  44199 

Notification  procedure:  Individuals  may  write  to  system  manager  at 
above  address.  Information  request  must  contain  Navy  members  full 
name,  military  status,  and  social  security  number.  Requestor  may 
visit  above  address  and  must  have  military  identification  card  or 
valid  state  driver’s  license  and  social  security  card  as  positive  proof 
of  identity. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Disbursing  Officer,  Reserve  members, 
BUPERS,  and  BUMED 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00034  NFC  RET  PAY 
System  name:  Retired  Pay  System 

System  location:  Commanding  Officer  Navy  Finance  Center 
Anthony  J.  Celebrezze  Federal  Building  Cleveland,  Ohio  44199 
Categories  of  individuals  covered  by  the  system:  Uniformed  Navy 
Retired  and  Retainer  accounts 

Categories  of  records  in  the  system:  Pay  records  and  correspon¬ 
dence  necessary  for  computation/correction  of  pay  accounts 
Authority  for  maintenance  of  the  system:  Title  10  U.S.  Code  Subtitle 
C 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  permit  timely  is¬ 
suance  of  monthly  checks  and  for  accumulation  of  statistical  data  for 
reports  used  internally  or  externally  as  required  by  other  governmen¬ 
tal  agencies.  Also  used  by  military  pay  adjudicators  for  maintaining 
and  correcting  information  necessary  for  proper  and  prompt  pay¬ 
ment. 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape  and  file  folders 
Retrievability:  Social  security  number  and  member’s  name 
Safeguards:  Guards,  personnel  screening,  requestor  codes 
Retention  and  disposal:  Kept  for  ten  years  then  forwarded  to 
safekeeping 

System  managers)  and  address:  Commanding  Officer  Navy 
Finance  Center  Anthony  J.  Celebrezze  Federal  Building  Cleveland. 
Ohio  44199 

Notification  procedure:  Individuals  may  write  to  system  manager  at 
above  address.  Information  request  must  contain  Navy  member's  full 
name  and  social  security  number. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Field  Disbursing  Officers,  BUPERS,  In¬ 
dividual  members,  Veterans  Administration 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N 00034  NRDP  PAY  SYS 
System  name:  Reserve  Pay  System 
System  location:  Commanding  Officer  Navy  Finance  Center 
Anthony  J.  Celebrezze  Federal  Building  Cleveland,  Ohio  44199 
Categories  of  individuals  covered  hy  the  system:  Active  reservists 
drilling  in  pay  units 

Categories  of  records  in  the  system:  Performance  entitlements, 
monthly  and  yearly  pay,  and  personnel  data  needed  for  pay  computa¬ 
tion  and  issuance 

Authority  for  maintenance  of  the  system:  10  U.S.  Code  Chapter  11 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  military  pay  adju¬ 
dicators  for  the  purpose  of  issuing  checks,  earning  statements  and 
financial  reports  for  other  governmental  financial  agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape  and  file  folders 
Retrievability:  Social  security  number  and  name 
Safeguards:  Guards,  personnel  screening,  requestor  codes 
Retention  and  disposal:  Microfilm  record  kept  indefinitely  in 
safekeeping 

System  manager! s)  and  address:  Commanding  Officer  Navy 
Finance  Center  Anthony  J.  Celebrezze  Federal  Budding  Cleveland, 
Ohio  44199 

Notification  procedure:  Individuals  may  write  to  system  manager  at 
above  address.  Information  request  must  contain  Navy  member’s  full 
name  and  social  security  number. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Disbursing  Officers,  individual  members, 
and  BUPERS 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00034  NROTC 

System  name:  Naval  Reserve  Officer  Training  Corps  Pay  System 
System  location:  Commanding  Officer  Navy  Finance  Center 
Anthony  J.  Celebrezze  Federal  Building  Cleveland,  Ohio  44199 
Categories  of  individuals  covered  by  the  system:  NROTC  students 
until  time  of  commissioning 

Categories  of  records  in  the  system:  Personnel  and  entitlement  data 
necessary  for  computation  of  pay  entitlements. 

Authority  for  maintenance  of  the  system:  10  U.  S.  Code,  Chapter 
103  and  Public  Law  88-647. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  in  preparation  of 
checks,  earning  statements,  and  financial  reports. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape  and  file  folders 


Retrievability:  Social  Security  account  number  and  member  name 
Safeguards:  Guards,  personnel  screening,  requestor  codes 
Retention  and  disposal:  Original  shipped  to  safekeeping  for  per¬ 
manent  retention. 

System  manager(s)  and  address:  Commanding  Officer  Navy 
Finance  Center  Anthony  J.  Celebrezze  Federal  Office  Building 
Cleveland,  Ohio  44199 

Notification  procedure:  Individuals  may  write  to  system  manager  at 
above  address.  Information  request  must  contain  Navy  member's  full 
name,  military  status,  and  social  security  account  number.  Requestor 
may  visit  above  address  and  must  have  military  identification  card  or 
valid  state  driver’s  license  and  social  security  card  as  positive  proof 
of  identity. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Disbursing  Officer,  member,  BUPERS, 
CNETO 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00034  SAV-DEP-SYS 
System  name:  Savings  Deposit 

System  location:  Commanding  Officer  Navy  Finance  Center 
Anthony  J.  Celebrezze  Federal  Building  Cleveland,  Ohio  44199 
Categories  of  individuals  covered  by  the  system:  Navy  members  still 
declared  missing  in  action  in  the  Vietnam  conflict. 

Categories  of  records  in  the  system:  Members  records  reflecting  ac¬ 
count  balances 

Authority  for  maintenance  of  the  system:  Public  Law  89-538 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Accumulation  of  deposits 
and  crediting  of  interest 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape  and  file  folders 
Retrievability:  Social  security  number  and  member  name 
Safeguards:  Guards,  personnel  screening,  and  specific  requestor 
codes 

Retention  and  disposal:  Upon  closing  of  account,  records  are 
shipped  to  FRC  and  destroyed  after  two  years. 

System  manager(s)  and  address:  Commanding  Officer  Navy 
Finance  Center  Anthony  J.  Celebrezze  Federal  Building  Cleveland, 
Ohio  44199 

Notification  procedure:  Individuals  may  write  to  system  manager  at 
above  address.  Only  the  member  or  executor  or  benificiary  of  estate 
will  be  provided  information.  Individual’s  name  and  social  security 
number  are  required.  Persons  wishing  to  view  records  in  person  must 
report  to  the  Navy  Family  Allowance  Activity,  Room  967,  Anthony 
J.  Celebrezze  Federal  Building,  Cleveland,  Ohio  44199. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Adjudicators  in  Central  Accounts  Depart¬ 
ment 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N 000 34  13 

System  name:  Slot  Machine  Winnings 
System  location:  Decentralized,  maintained  at  Navy  and  Marine 
Corps  overseas  bases,  where  slot  machines  are  not  in  violation  of 
U.S.  laws,  status  of  forces  or  local  agreements.  A  list  is  available 
from: 

NAVY 

Chief  of  Naval  Personnel  (Pers-7) 

Bureau  of  Naval  Personnel 
Washington,  D.C.  20370 
MARINE  CORPS 

Commandant  of  the  Marine  Corps  (MSMS) 

Washington,  D.C.  22214 

Categories  of  individuals  covered  by  the  system:  Individual  U.S. 
citizens  18  years  of  age  and  older  who  are  paid  monies  for  winnings 
associated  with  slot  machine  jackpots. 


FEDERAL  REGISTER  VOL  40,  NO.  1 60 -MONDAY,  AUGUST  IS,  1975 


DEPARTMENT  OF  DEFENSE 


35917 


Categories  of  records  in  the  system:  Jackpot  payout  control  sheet  in¬ 
dicating  individual  name,  grade,  SSAN.  duty  station,  dates  and 
amounts  of  jackpot  monies  paid  arc  maintained  at  each  location. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  account  for  and  control 
monies  paid  to  individual  winners  of  slot  machines  jackpots  and  us  a 
basis  for  IRS  Form  1099  reporting  on  individuals  whose  winnings  arc 
six  hundred  dollars  or  more  during  a  calendar  year. 

USER:  Navy  and  Marine  Corps  shore  activities  where  slot 
machines  have  been  approved  by  the  Chief  of  Naval  Personnel  or  the 
Commandant  of  the  Marine  Corps. 

USES:  Provides  a  means  of  paying,  recording,  accounting  for.  re¬ 
porting.  and  controlling  expenditures  associated  with  slot  machine 
jackpots. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  maintained  in  file  cabinets  located  in  a  secure 
area. 

Ketrievability:  Individual  control  sheets.  Individual  IRS  Form  1099 
by  name  and  SSAN. 

Safeguards:  Records  arc  kept  in  occupied  rooms  which  arc  locked 
during  non-working  hours. 

Retention  and  disposal:  Records  are  maintained  on  site  for  3  years 
and  then  shipped  to  the  Federal  Records  Center  in  accordance  with 
JiECNAVINST  5212.5  series. 

System  manager(s)  and  address:  Overall  policy  and  procedures  for 
the  slot  machine  operation  are  contained  in  NAVSO  P-3518,  3519. 
3520,  3521,  BUPF.RINST  10150.2B  and  MCO  P-174613B.  A  list  of 
system  managers  by  activity  is  available  from  the  Chief  of  Naval 
Personnel  (Pers-7)  for  Navy  managers  and  the  Commandant  of  the 
Marine  Corps  (MSMS)  for  Marine  Corps  managers. 

Notification  procedure:  Individuals  arc  notified  via  IRS  Form  1099 
if  their  jackpot  winnings  are  six  hundred  dollars  or  more  in  a  calen¬ 
dar  year.  An  individual  can  contact  the  applicable  systems  manager 
on  matters  concerning  their  jackpot  winnings. 

Record  access  procedures:  Individuals  have  access  to  information 
applicable  to  their  individual  jackpot  winnings.  Officials  such  as  IRS, 
Auditor  and  etc.  have  access  to  information  applicable  to  all  jackpot 
winners.  Access  is  through  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Daily  jackpot  payout  sheets. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N 00034  14 

System  name:  Bingo  Winners 

System  location:  Decentralized,  maintained  at  individual  Navy  or 
Marine  Corps  bases  where  bingo  is  authorized  and  played.  A  list  is 
available  from: 

NAVY 

Chief  of  Naval  Personnel  (Pers-7) 

Bureau  of  Naval  Personnel 
Washington.  D.C.  20370 

MARINE  CORPS 

Commandant  of  the  Marine  Corps  (MSMS) 

Washington.  D.C.  22214 

Categories  of  individuals  covered  by  the  system:  Individuals  who  arc 
paid  monies  or  prizes  for  winnings  associated  with  bingo. 

Categories  of  records  in  the  system:  Bingo  payout  control  sheet  in¬ 
dicating  individual  name,  SSAN.  duty  station,  dates  and  amounts  or 
items  won  arc  maintained  at  each  location. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  account  for  and  control 
monies  and  items  of  merchandise  paid  to  individual  winners  of  bingo 
games  and  as  a  basis  for  IRS  Form  1099  reporting  on  individuals 
whose  winnings  arc  six  hundred  dollars  or  more  during  a  calender 
year. 

USES:  Provides  a  means  of  paying,  recording,  accounting  for  re¬ 
porting  and  controlling  expenditures  and  merchandise  inventories  as¬ 
sociated  with  bingo  games. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 


Storage:  Records  maintained  in  file  cabinets  located  in  a  secure 
area 

Retrievability:  Individual  control  sheets.  Individual  IRS  Form  1099 
by  name  and  SSAN. 

Safeguards:  Records  are  kept  in  occupied  rooms  which  are  locked 
during  non-working  hours. 

Retention  and  disposal:  Records  are  maintained  on  site  for  3  years 
and  then  shipped  to  Federal  Records  Center  in  accordance  with  SEC- 
NAVINST  5212.5  series. 

System  managers)  and  address:  Overall  policy  and  procedures  for 
the  bingo  operation  are  contained  in  NAVSO  P-3518.  3519.  3520. 
3521.  BUPF.RSINST  1710.11  and  MCO  P-1 7461 3B  A  list  of  systems 
managers  is  available  from  Chief  of  Naval  Personnel  (Pers-7)  for 
Navy  managers  and  the  Commandant  of  the  Marine  Corps  (MSMS) 
for  Marine  Corps  managers. 

Notification  procedure:  Individuals  are  notified  via  IRS  Form  1099 
if  their  bingo  winnings  are  six  hundred  dollars  (monetary  value)  or 
more  in  a  calendar  year.  An  individual  can  contact  the  applicable 
systems  manager  on  matters  concerning  their  bingo  w  innings. 

Record  access  procedures:  Individuals  have  access  to  information 
applicable  to  their  individual  bingo  winnings.  Officials  such  as  IRS. 
Auditor  and  etc.  have  access  to  information  applicable  to  all  bingo 
winners.  Access  is  through  the  systems  managers. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Bingo  payout  control  sheet. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N 0003401 

System  name:  Civilian  Pay  System 

System  location:  Decentralized,  maintained  by  125  Navy  and 
Marine  Corps  civilian  payroll  offices:  a  list  is  available  from: 

Commander 

Navy  Accounting  and  Finance  Center  (NCF-123) 

Washington.  D.C.  20376 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  who  are  employed  by  Navy  and  Marine  Corps  Activities  and 
are  paid  from  appropriated  funds 

Categories  of  records  in  the  system:  Individual  civilian  pay  records, 
retirement  records  and  leave  records:  substantiating  documents  such 
as  personnel  action  forms  effecting  new  appointments,  separations, 
promotions,  demotions,  and  deduction  changes;  Internal  Revenue 
Service  Form  W-4:  State  and  City  tax  information:  authorizations  for 
deductions,  i.c..  savings  bonds,  group  life  insurance,  health  benefits, 
overpayments,  indebtedness  to  the  Government:  court  orders  for 
garnishment  of  wages  for  child  support  and  alimony  payments:  allot¬ 
ments,  i.e.,  union  dues,  charity  contributions,  savings  allotments, 
special  allotments  for  overseas  employees,  etc. 

Authority  for  maintenance  of  the  system:  5  USC301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose:  To  pay  all  Navy 
and  Marine  Corps  civilian  employees,  maintain  leave  and  retirement 
records  and  to  record,  report  and  account  for  government  expendi¬ 
tures  for  personal  services. 

User:  Navy  and  Marine  Corps  civilian  payroll  offices 

Uses:  Provides  a  means  of  paying,  recording  and  accounting  for 
government  expenditures  for  personal  services  of  Navy  and  Marine 
Corps  civilian  employees:  provides  time  and  attendance  information 
to  individual  employees  and  management:  provides  audit  trails  for 
GAO.  Navy  Area  Audit,  and  internal  audit  procedures:  provides 
federal,  state,  and  city  tax  information  to  appropriate  authorities: 
provides  retirement  information  and  monies  to  CSC  for  computation 
fo  annunities:  provides  other  data  to  CSC  as  required  for  special  stu¬ 
dies.  t 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  are  stored  on  magnetic  tapes,  disc, 
microfilm/  microfiche  and  punched  cards.  Manual  records  on  manual 
card  files  and  in  file  folders. 

Retckyability:  By  name,  social  security  number,  or  locally  assigned 
identification  number. 

Safeguards:  Locked  fireproof  cabinets  for  retirement  records. 
Metal  cabinets  for  manual  payroll  and  leave  records  within  locked 
rooms.  The  computer  facility  and  terminal  are  located  in  restricted 
areas  accessible  only  to  authorized  persons  that  are  properly 
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screened,  cleared  and  trained.  Manual  records  and  computer  prin¬ 
touts  are  available  only  to  personnel  engaged  in  payroll  processing, 
auditors,  investigative  officials  and  management  personnel. 

Retention  and  disposal:  Payroll  records  are  maintained  on-site  for  2 
years  after  completion  of  on-site  audits  by  GAO;  if  no  on-site  audit 
is  performed,  retain  records  on-site  for  4  years,  then  shipped  to 
Federal  Record  Center  where  they  are  retained  for  56  years. 

Leave  Records  -  same  as  above,  except  held  by  Federal  Record 
Center  for  10  years. 

Retirement  Registers  -  same  as  above,  except  are  destroyed  rather 
than  sent  to  Federal  Record  Center.  Retirement  records  are  main¬ 
tained  until  employee  separates;  if  he  goes  to  another  Navy  or 
Marine  Corps  activity,  retirement  records  are  sent  to  that  activity;  if 
he  goes  to  another  agency  or  separates,  sent  to  CSC. 

System  managers)  and  address:  Overall  policy  and  procedure  for 
the  Civilian  Payroll  System  are  established  by  the  Commander,  Navy 
Accounting  and  Finance  Center,  Washington,  D.C.  20376.  A  list  of 
the  system  managers  by  payroll  activity  is  avabilable  from  Navy  Ac¬ 
counting  and  Finance  Center  (NCF-123). 

Notification  procedure:  Civilian  employees  can  directly  contact  the 
system  manager  of  his  payroll  activity.  If  unknown,  the  inquiry 
should  be  submitted  to  the  Commander,  Navy  Accounting  and 
Finance  Center,  address  above.  Requestor  should  provide  full  name, 
social  security  number,  identification  nqmber,  if  applicable,  activity 
where  employed  and  information  desired.  An  individual  can  visit  his 
payroll  office  on  any  matter  concerning  his  pay. 

Record  access  procedures:  Employees  have  access  to  their  in¬ 
dividual  pay,  leave  and  retirement  records.  The  agency's  rules  for  ac¬ 
cess  to  records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Standard  Form  50’ s  (Personnel  actions), 
time  and  attendance  records,  retirement  records,  federal  state  and 
tax  forms,  deduction  authorizations,  allotment  authorizations,  court 
orders  for  garnishment  of  wages  for  child  support  and  alimony  pay¬ 
ments. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N0003402 

System  name:  Bond  Accounting 

System  location:  Decentralized,  maintained  by  Issuing  Agents  for 
Savings  Bonds;  a  list  is  available  from: 

Commander 

Navy  Accounting  and  Finance  Center  (NCF-123) 

Washington,  D.C.  20376 

Categories  of  individuals  covered  by  the  system:  Civilian  and  Milita¬ 
ry  Personnel  of  the  Department  of  the  Navy  including  contract  em¬ 
ployees  who  meet  the  requirement  for  ownership  of  savings  bonds  as 
outlined  in  Treasury  Department  Circular  No.  530  as  amended. 

Categories  of  records  in  the  system:  Files  contain  individual  applica¬ 
tion  and  related  records  -  The  Bond  Record  File  -  Master  Bond 
Record  Card  Control  Account  -  The  Master  Control  Account  -  Ac¬ 
tivity  Subcontrol  Accounts  -  Refund  Subcontrol  •  Transfer  Journal. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose:  To  issue  U.  S. 
Savings  Bonds 

User:  Issuing  Agents  for  Savings  Bonds 

Uses:  Provide  audit  trail  on  Requisition,  Control,  and  Issuing  of 
Bonds  - 

Maintenance  of  accounts  -  Accounting  for  funds  -  Financial  Re¬ 
ports  and  Returns  -  Miscellaneous  provisions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Metal  file  cabinets  equipped  with  a  locking  device  -  Paper 
records  in  metal  filing  cabinets  •  Microfilm. 

Retrievability:  Retrieved  by  name,  social  security  number  or 
payroll  number.  From  the  Federal  Reserve  Bank  by  numerical 
sequence  by  serial  number  shown  on  bond  issued  stub. 

Safeguards:  Locked  cabinets,  with  building  or  military  base  securi¬ 
ty.  Access  authorized  to  personnel  engaged  in  payroll  processing, 
disbursing,  supervisory  or  management  personnel,  and  auditors. 
Bond  subscribers  are  authorized  to  receive  information  on  their  own 
records. 

Retention  and  disposal:  Records  are  maintained  for  one  year. 
Records  are  then  forwarded  to  a  Federal  Records  Center. 


System  managers)  and  address:  Commander  Navy  Accounting  and 
Finance  Center  (NCF-123)  Washington,  D.C.  20376  Procedures  are 
prescribed  in  Comptroller  of  the  Navy  Manual  (NAVSO  P-1000).  For 
decentralized  locations  where  individuals  may  deal  directly,  ad¬ 
dresses  are  available  from  the  SYSMANAGER. 

Notification  procedure:  Information  may  be  obtained  by  contacting 
the  Bond  Issuing  Office  responsible  for  issuing  bond  if  known.  If 
unknown  the  inquiry  should  be  submitted  to  Commander,  Navy  Ac¬ 
counting  and  Finance  Center,  NCF-123,  Washington,  D.C  20376. 
Requester  should  provide  full  name,  social  security  number  or 
payroll  number,  current  address  when  requesting  information.  An  in¬ 
dividual  is  permitted  to  visit  any  Bond  Issuing  Agent  Office  for  infor¬ 
mation  and  will  be  required  to  provide  identification  such  as  identifi¬ 
cation  card  (i.e.,  DOD  Building  Pass). 

Record  access  procedures:  The  Agency’s  rule  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Request  for  Bonds  are  filed  by  in¬ 
dividuals  who  provide  information  on  themselves.  Other  records  are 
generated  from  the  original  request.  m 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N0003403 

System  name:  Military  Pay  System 

System  location:  (Decentralized)  Navy  and  Marine  Corps 
Disbursing  offices.  Navy  Finance  Offices,  Navy  Regional  Finance 
Centers,  and  Navy  Finance  Center  which  are  identified  in  appendix 
B  of  Volume  IV,  Navy  Comptroller  Manual  and  addresses  which  are 
contained  in  the  directory  of  Department  of  the  Navy  mailing  ad¬ 
dresses. 

Categories  of  individuals  covered  by  the  system:  All  Navy  personnel 
on  active  duty. 

Categories  of  records  in  the  system:  Individual  military  pay  records, 
(including  micro-filmed  copies  of  semi-annually  closed  records). 
Leave  and  Earnings  Statement,  Personnel  Financial  Record,  substan¬ 
tiating  documents  authorizing  credits  and  deductions  of  pay  entitle¬ 
ments  and  withholding  of  Federal  income  tax  and  Service  Group  Life 
Insurance,  Internal  Revenue  Forms  (W-2)  reporting  Federal  income 
tax  withheld  and  Federal  Insurance  Contribution  Acts,  military 
money  lists,  pay  receipts,  check  and  distribution  lists,  allotment 
documents,  locator  files,  absentee  and  deserter  lists,  miscellaneous 
correspondence  requesting  or  providing  pay  information,  and  com¬ 
manding  officers  leave  lists. 

Authority  for  maintenance  of  the  system:  Title  10  and  37  U.S.C. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees, 
military  and  civilian,  of  the  Department  of  the  Navy  in  the  per¬ 
formance  or  their  official  duties  relating  to  the  maintenance  of  pay 
records  and  the  determination  and  audit  of  pay  entitlements,  comput¬ 
ing,  paying  and  reporting  payments,  determining  budgets  and  ap¬ 
propriation  repuirements,  commencing  and  terminating  allotments, 
determining  amounts  subject  to  fines,  forfeitures  or  detentions  of  pay 
in  connection  with  non-judicial  punishment  and  courts  martial,  dis¬ 
tribution  of  pay  checks  and  leave  and  earnings  statements.  The 
Comptroller  General  or  any  of  his  authorized  representatives  in  the 
course  of  the  performance  of  duties  of  the  General  Accounting  Of¬ 
fice  in  the  audit  and  determinations  relating  to  military  pay  entitle¬ 
ments,  expenditures  and  accounting  prodecures. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Pay  records  which  are  maintained  manually  are  paper 
records  stored  in  wooden  or  metal  boxes.  Copies  of  closed  pay 
records  are  also  retained  on  micro-film,  microfiche  and ’some  com¬ 
puter  print  outs.  Substantiating  pay  documents  are  paper  records 
stored  in  file  folders  and  file  cabinets.  Automated  records  supporting 
the  manual  pay  system  (e.g.  rates  and  amount  of  pay)  are  stored  on 
magnetic  tapes,  discs  and  on  punched  cards.  / 

Retrievability:  Manual  records  are  retrieved  by  last  name.  Auto¬ 
mated  records  by  social  security  number  and  name. 

Safeguards:  Outside  of  normal  working  hours,  manual  pay  records 
and  Personal  Financial  Records  with  Leave  and  Earnings  Statements 
included  are  secured  in  safes,  vaults  or  locked  cabinets.  Substantiat¬ 
ing  documents  and  microfilmed  records  are  retained  in  unlocked 
cabinets.  All  of  the  mentioned  records  are  also  within  locked  rooms 
or  buildings. 
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Retention  and  disposal:  Pay  records  are  retained  at  the  Navy 
Finance  Center  for  18  months  following  the  member’s  separation  or 
retirement  from  the  Navy  at  which  time  they  are  forwarded  to  the 
Federal  Records  Center.  Substantiating  documents  are  retained  for 
four  years  after  the  period  covered  by  the  account  at  which  time 
they  are  forwarded  to  the  Federal  Records  Center.  Micro-filmed  co¬ 
pies  of  regularly  closed  pay  records  (semi-annually)  are  retained  in¬ 
definitely.  Correspondence  of  a  routing  nature  relating  to  pay 
procedures  or  other  pay  information  is  retained  for  one  year. 

System  manager(s)  and  address:  Comptroller  of  the  Navy,  Chief  of 
Naval  Personnel  and  Commander,  Navy  Accounting  and  Finance 
Center,  commanding  officers  of  Navy  Regional  Finance  Centers,  of¬ 
ficers  in  charge  of  Navy  Finance  Offices,  commanding  officers  of 
units  with  disbursing  officers. 

Notification  procedure:  Individuals  can  be  informed  of  any  records 
maintained  within  the  system  by  identifying  themselves  to  the  local 
command  disbursing  officer.  The  member  may  identify  himself  by 
presenting  his  military  identification  card.  Former  members  may 
request  information  from  the  Navy  Finance  Center,  Cleveland  by 
providing  their  names,  social  security  numbers  and  pay  grades. 

Record  access  procedures:  Individuals,  properly  identified,  may 
request  any  information  pertaining  to  his  pay  from  his  local 
disbursing  officer.  If  the  requested  information  is  not  available  lo¬ 
cally,  the  disbursing  officer  will  obtain  the  information  from  other 
sources,  i.e.  member’s  previous  duty  stations  or  the  Navy  Finance 
Center,  Cleveland. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to  , 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  individual’s  cncemed  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Department  of  Defense  Military  Pay  and 
Allowances  Entitlements  Manual,  Navy  and  Marine  Corps  Military 
Pay  Procedures  Manual,  Navy  Pay  and  Personnel  Procedures 
Manual,  Bureau  of  Naval  Personnel  Manual  and  the  individual’s  ser¬ 
vice  record  and  Bureau  of  Naval  Personnel  Manpower  and  Personnel 
Management  Iformation  System  (MAPMIS). 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N0003404 

System  name:  Joint  Uniform  Military  Pay  System  (JUMPS) 

System  location:  (Decentralized)  Navy  and  Marine  Corps  disbursing 
offices,  Navy  Finance  offices.  Navy  Regional  Finance  Centers,  and 
Navy  Finance  Center  which  are  identified  in  appendix  B  of  Volume 
IV,  Navy  Comptroller  Manual  andaddresses  which  are  contained  in 
the  directory  of  Department  of  the  Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system:  All  Navy  personnel 
on  active  duty 

Categories  of  records  in  the  system:  Individual  Leave  and  Earnings 
Statement,  Personal  Financial  Record,  substantiating  documents 
authorizing  credits  and  deductions  of  pay  entitlements  and  withhold¬ 
ing  of  Federal  income  tax  and  Service  Group  Life  Insurance,  Internal 
Revenue  Forms  (W-2)  reporting  Federal  income  tax  withheld  and 
Federal  Insurance  Contribution  Acts,  military  money  list,  pay 
receipts,  check  and  distribution  lists,  allotment  documents  locator 
files,  absentee  and  deserter  lists,  miscellaneous  correspondence 
requesting  or  providing  pay  information,  commanding  officers  leave 
lists,  micro-film  and  microfiche  records. 

Authority  for  maintenance  of  the  system:  Titles  10  and  37  U.S.C. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees, 
military  and  civilian,  of  the  Department  of 'the  Navy  in  the  per¬ 
formance  of  their  official  duties  relating  to  the  maintenance  and  dis¬ 
tribution  of  Leave  and  Earnings  Statements  and  the  determination 
and  audit  of  pay  entitlements,  computing,  paying  and  reporting  pay¬ 
ments,  determining  budgets  and  appropriation  requirements,  com¬ 
mencing  and  terminating  allotments,  determining  amounts  subject  to 
fines,  forfeitures  or  detentions  of  pay  in  connection  with  non-judical 
punishment  and  courts  martial,  distribution  of  pay  checks.  The 
Comptroller  General  or  any  of  his  authorized  representatives  in  the 
course  of  the  performance  of  duties  of  the  General  Accounting  Of¬ 
fice  in  the  audit  and  determinations  relating  to  military  pay  entitle¬ 
ments,  expenditures  and  accounting  procedures. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Personal  Financial  Records  containing  Leave  and  Earnings 
Statements,  which  are  paper  records,  are  stored  in  wooden  or  metal 
boxes  or  cabinets.  Copies  of  Leave  and  Earnings  Statements  and 
supporting  documents  are  stored  in  file  folders  and  cabinets  or  on 


micro-film  or  microfiche.  Automated  records  are  stored  on  magnetic 
tapes,  discs  and  punched  cards. 

Retrievability:  Automated  records  are  retrieved  by  social  security 
and  name  while  locally  maintained  records  and  documents  are 
retrieved  by  last  name. 

Safeguards:  Outside  of  normal  working  hours  Personal  Financial 
Records  with  Leave  and  Earnings  Statements  are  secured  in  safes, 
vaults  or  locked  cabinets.  Substantiating  documents  and  microfilmed 
records  are  retained  in  unlocked  cabinets.  All  of  the  mentioned 
records  are  also  within  locked  rooms  or  buildings. 

Retention  and  disposal:  Personal  Financial  Records  containing  the 
six  most  recent  Leave  and  Earnings  Statements  are  retained  by  the 
disbursing  office  serving  the  command  to  which  the  member  is  as¬ 
signed.  Copies  of  substantiating  documents  are  retained  by  the  local 
command  for  four  years  after  the  period  covered  by  the  account  at 
which  time  they  are  forwarded  to  the  Federal  Records  Center.  A  cen¬ 
tral  automated  file  is  maintained  for  all  active  duty  Navy  personnel 
at  the  Navy  Finance  Center.  Cleveland.  Following  a  member’s 
separation  or  retirement  from  the  Navy,  the  member's  Personal 
Financial  Record  is  forwarded  to  the  central  site.  Navy  Finance 
Center,  Cleveland,  where  it  is  retained  for  approximately  two  months 
pending  individual  claims  and  is  then  forwarded  to  the  Federal 
Records  Center.  The  members  Master  Pay  Account  is  retained  at  the 
central  site  for  six  months  following  a  member's  separation  or  retire¬ 
ment  at  which  time  it  is  purged  from  the  computer  file,  microfilmed 
and  forwarded  to  the  Federal  Records  Center.  Substantiating  docu¬ 
ments  are  microfilmed  and  retained  at  the  central  site  for  an  in¬ 
definite  period  while  the  paper  copy  is  forwarded  to  the  Federal 
Records  Center  after  two  months. 

System  manager(s)  and  address:  Comptroller  of  the  Navy,  Chief  of 
Naval  Personnel.  Commander  Navy  Accounting  and  Finance  Center. 
Commanding  Officer  Navy  Finance  Center.  Commanding  Officers  of 
Navy  Regional  Finance  Centers,  Officers  in  Charge  of  Navy  Finance 
Offices  and  Commanding  Officers  of  activities  with  disbursing  of¬ 
ficers. 

Notification  procedure:  Individuals  can  be  informed  of  any  records 
maintained  within  the  system  by  identifying  themselves  to  the  local 
command  disbursing  officer.  The  member  may  identify  himself  by 
presenting  his  military  identification  card.  Former  members  may 
request  information  from  the  Navy  Finance  Center,  Cleveland. 

Record  access  procedures:  Individuals,  properly  identified,  may 
request  any  information  pertaining  to  his  pay  from  his  local 
disbursing  officer.  If  the  requested  information  is  not  available  lo¬ 
cally,  the  disbursing  officer  will  obtain  the  information  from  other 
sources,  i.e.  member’s  previous  duty  stations  or  the  Navy  Finance 
Center,  Cleveland. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  individuals  concerned  may  be  obtained  from  the 
SYSMANGER 

Record  source  categories:  Department  of  Defense  Military  Pay  and 
Allowances  Entitlements  Manual.  Navy  and  Marine  Corps  Military 
Pay  Procedures  Manual.  Navy  Pay  and  Personnel  Procedure  Manual. 
Bureau  of  Naval  Personnel  Manual  and  the  individuals  service  record 
and  Bureau  of  Naval  Personnel  Manpower  and  Personnel  Manage¬ 
ment  Information  System  (MAPMIS). 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N0003408 

System  name:  Midshipman  Pay  System 

System  location:  Printary  -  Superintendent,  Naval  Academy,  An¬ 
napolis.  MD  21402;  decentralized  segments  -  Commanding  Officer, 
Navy  Regional  Finance  Center,  Washington.  D.C.  20371,  Command¬ 
ing  Officer,  Navy  Finance  Center.  Cleveland.  OH  44199,  and  Chief 
of  Naval  Personnel  (Code  H-13),  Navy  Department,  Washington. 
D.C.  20370. 

Categories  of  individuals  covered  by  the  system:  Midshipmen  of  the 
U.S.  Naval  Academy,  Annapolis,  Maryland. 

Categories  of  records  in  the  system:  The  system  contains  automatic 
data  processing  pay  accounts  of  all  Naval  Academy  Midshipmen. 
Document  flow  is  controlled  by  use  of  a  Midshipmen  Payroll  Change 
form.  Controls  over  the  system  are  maintained  by  use  of  a  Midship¬ 
men  Payroll  Control  Register.  Input  source  documents  include  (1) 
letter  authority  from  the  Superintendent  to  the  Midshipmen  Pay  Of¬ 
fices  to  open  the  pay  (2)  documents  to  substantiate  credits  of  ad¬ 
vances  for  initial  clothing  and  equipment  issues,  commuted  rations, 
refunds  for  clothing  turn-in,  and  discharge  payments  (3)  letters  from 
the  Commandant  of  Midshipmen  to  the  Midshipmen  Pay  Officer  con¬ 
taining  listings  of  names  and  amounts  to  the  checked  for  personnel 
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services  (4)  documents  to  substantiate  checkages  for  liquidation  of 
clothing  and  equipment  advances,  store  bills  of  midshipmen  subscrip¬ 
tions  to  magazines,  musical  concerts,  etc.,  and  (S)  required  deduc¬ 
tions  for  Federal  Tax  and  FICA  Tax.  Output  documents  include  prin¬ 
touts  of  (1)  Midshipmen  Monthly  Pay  Accounts  (2)  Midshipmen 
Debit  and  Credit  Explanation  Register  and  (3)  Midshipmen  Yearly 
Pay  Account.  Payroll  money  lists  which  substantiate  payments  made 
and  travel  payment  vouchers  are  also  in  files.  Monthly  financial 
returns  are  submitted  to  the  Navy  Regional  Finance  Center, 
Washington,  D.C.  for  consolidation  with  the  accounts  of  that  office 
and  are  then  forwarded  to  the  Navy  Finance  Center  Cleveland,  Ohio 
in  accordance  with  procedures  prescribed  in  NAVCOMPT  Manual, 
par.  048090.  Copies,  of  the  financial  returns  are  therefore,  on  file  in 
these  offices.  In  addition,  copies  of  documents  supporting  Federal 
Income  and  FICA  Taxes  withheld  are  forwarded  to  the  Chief  of 
Naval  Personnel  (Code  H-13). 

Authority  for  maintenance  of  the  system:  National  Security  Act 
Amendments  of  1949  (10  U.S.C.  5060). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  -  To  accurately 
and  efficiently  maintain  the  pay  accounts  of  Naval  Academy  Mid¬ 
shipmen.  Category  of  users  -  Midshipmen  Pay  Officers  Navy  Re¬ 
gional  Finance  Center,  Washington,  D.C.,  Navy  Finance  Center, 
Cleveland,  Ohio,  Chief  of  Naval  Personnel,  Internal  Revenue  Ser¬ 
vice,  and  Social  Security  Administration.  Specific  uses  -  To  pay  and 
account  for  payments  and  collections  of  Naval  Academy  Midshipmen 
which  are  charged  to  the  annual  appropriation  Military  Personnel, 
Navy  and  administered  by  the  Chief  of  Naval  Personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Midshipmen  Pay  Office  -  Computer  print-outs.  ADP  Of¬ 
fice  -  Computer  magnetic  tapes. 

Retrievability:  Retrieved  by  Alfa  Codes  assigned  to  each  midship¬ 
men. 

Safeguards:  Only  Midshipmen  Disbursing  Office  personnel  are 
authorized  access  to  records  of  that  office.  Only  the  computer  opera¬ 
tions  are  authorized  access  to  the  computer  tapes.  The  computer  area 
is  restricted  and  computer  tapes  are  locked  in  fireproof  safes  when 
not  in  use. 

Retention  and  disposal:  Pay  information  on  the  computer  tapes  is 
retained  for  30  days  and  the  tapes  are  then  reused.  Tapes  containing 
Federal  Income  Tax  and  FICA  Tax  information  are  retained  for  1 
year  until  the  required  reports  are  rendered.  The  tapes  are  then 
reused.  Retained  copies  of  Midshipmen  Pay  Office  forms  are 
disposed  of  as  follows:  1.  Midshipmen  Payroll  Control  Register  - 
retain  for  2  years  and  destroy.  2.  Midshipmen  Payroll  Change  -  retain 
for  6  months  and  destroy.  3.  Midshipmen  Monthly  Pay  Account  - 
retain  for  4  years,  from  admission  of  each  class  through  month  fol¬ 
lowing  its  graduation  and  destroy.  4.  Midshipmen  Debit  and  Credit 
Explanation  Register  -  same  as  3,  above.  5.  Midshipmen  Yearly  Pay 
Account  -  same  as  3,  above.  Other  disbursing  records  and  financial 
returns  are  retained  4  years  follow  period  covered  by  the  account 
and  transferred  to  the  Federal  Records  Center  in  accordance  with 
SECNAV  Instruction  P5212.5b. 

System  managers)  and  address:  Overall  policy  and  procedurs  - 
Comptroller  of  the  Navy;  primary  -  Superintendent,  Naval  Academy; 
decentralized  segments  -  Commanding  Officer,  Navy  Regional 
Finance  Center,  Washington,  D.C.,  Commanding  Officer,  Navy 
Finance  Center,  Cleveland,  Ohio  and  Chief  of  Naval  Personnel 
(Code  H-13)  Washington,  D.C. 

Notification  procedure:  Individuals  can  be  informed  of  any  records 
maintained  in  the  system  by  identifying  themselves  to  Midshipmen 
Pay  Office.  Members  must  present  his  identification  card  to  obtain 
requested  information. 

Record  access  procedures:  Midshipmen  are  issued  a  monthly 
earnings  statement.  All  information  concerning  credits  and  checkages 
of  pay  and  allowances  are  contained  in  the  statement.  Additional 
required  information  relative  to  miscellaneous  changes  reflected  on 
the  statement  may  be  obtained  from  the  individual  Academy  activity 
which  reported  the  changes  to  the  Midshipmen  Pay  Office  upon 
presentation  of  his  identification  card. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individuals  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Members  service  record  on  file  in  the 
Midshipmen  Personnel  Office  and  those  documents  contained  in 
RECORD-CATEGORY,  above. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 


N0003411 

System  name:  Travel  Pay  System 

System  location:  Decentralized,  maintained  by  Navy  disbursing  of¬ 
fices;  a  list  is  available  from: 

Commander 

Navy  Accounting  and  Finance  Center  (NCF-3) 

Washington,  D.C.  20376 

Categories  of  individuals  covered  by  the  system:  Any  person, 
government  or  private,  who  submits  a  request  for  payment  of  a 
travel  advance  or  travel  claim  to  a  Navy  disbursing  office. 

Categories  of  records  in  the  system:  Public  vouchers;  substantiating 
documents  such  as  travel  orders  and  expense  receipts;  card  file  or 
log  book  utilized  to  control  receipt  and  disposition  of  travel  claims; 
suspense  files,  pay  adjustment  authorizations,  and  payroll  checkages 
utilized  for  control  and  follow-up  on  travel  advances;  and  correspon¬ 
dence  relating  thereto. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose:  To  reimburse 
travelers  for  travel  expenses  and  to  record,  account,  and  report  for 
government  funds.  User:  Navy  disbursing  offices.  Uses:  Provide  an 
historic  file  and  audit  trail  for  travel  payments  made  by  the  Navy; 
provide  a  means  to  respond  to  inquiries  from  travelers  on  status  of 
claims;  control  travel  advances  to  insure  liquidation;  provide  a  means 
to  record,  account,  and  report  travel  expenditures;  provide  a  means 
for  collection  in  cases  of  overadvances;  provide  disclosure  to  law  en¬ 
forcement  or  investigatory  authorities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders;  index  cards  or  log  books. 

Retrievability:  Retrieved  by  disbursing  office  voucher  number  for 
paid  advances  and  claims;  retrieved  by  name  for  card  index  file  or 
log  book.  Information  in  disbursing  office  voucher  file  can  be 
retrieved  by  name  through  search  process  if  travel  dates  and/or 
travel  claim  submission  date  is  known. 

Safeguards:  Locked  cabinets  or  rooms,  with  building  or  military 
base  security.  Access  authorized  to  personnel  engaged  in  travel  claim 
processing,  supervisory  or  management  personnel,  and  inspectors, 
auditors,  investigators.  Travelers  are  authorized  access  to  their  own 
travel  records;  fund  administrators  are  authorized  access  to  records 
pertaining  to  their  own  funds. 

Retention  and  disposal:  Records  are  maintained  for  four  years. 
Records  may  be  moved  to  a  regional  Federal  Records  Center  depend¬ 
ing  on  local  storage  capability.  No  standard  means  for  destruction  ex¬ 
ists. 

System  manager(s)  and  address:  Department  of  Defense  Per  Diem, 
Travel,  and  Transportation  Allowance  Committee  prescribes  regula¬ 
tions  in  the  Joint  Travel  Regulations;  records  maintained  are 
prescribed  by  the  Comptroller  of  the  Navy  in  its  Manual  (NAVSO  P- 
1000);  a  list  of  Navy  disbursing  offices  is  maintained  by  the  Com¬ 
mander,  Navy  Accounting  and  Finance  Center  (NCF-3),  Washington, 
D.C.  20376. 

Notification  procedure:  If  the  individual  is  a  traveler  and  knows  the 
location  of  the  Navy  disbursing  office  processing  his/her  travel 
claim,  direct  contact  with  that  office  is  sufficient.  If  unknown,  or  the 
inquirer  is  not  a  traveler,  the  inquiry  should  be  submitted  to  the 
Commander,  Navy  Accounting  and  Finance  Center,  address  above. 
Requestor  should  provide  full  name,  social  security  number,  whether 
military  or  civilian,  and,  if  possible,  disbursing  office  voucher 
number,  dates  of  travel,  and  date  and  location  of  travel  claim  or 
travel  advance  submission.  An  individual  is  permitted  to  visit  any 
Navy  disbursing  office  to  which  he/she  has  submitted  an  advance  or 
claim.  Military  identification  card  or  civilian  identification  such  as 
driver’s  license  is  sufficient. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Travel  advances  and  travel  claims  are 
filed  by  individuals  who  provide  information  on  themselves.  Support¬ 
ing  documentation  is  obtained  from  employing  commands,  service 
providers  (e.g.,  taxis  for  receipts),  and  Navy  disbursing  offices. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N0003412 

System  name:  Commercial  Invoice  Payments  History  System 
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System  location:  Decentralized,  maintained  by  Navy  disbursing  of¬ 
fices;  a  list  is  available  from: 

Commander 

Navy  Accounting  and  Finance  Center  (NCF-5) 

Washington,  D.C.  20376 

Categories  of  individuals  covered  by  the  system:  Any  individual, 
government  or  private,  who  submits  a  request  for  payment  to  Navy 
disbursing  offices  for  goods  and/or  services  rendered. 

Categories  of  records  in  the  system:  Public  vouchers;  substantiating 
documents  such  as  invoices,  receipt  documents,  inspection  reports, 
procurement  instruments,  contract  index  files,  assignment  docu¬ 
ments,  machine  listings,  government  bills  of  lading,  transportation 
requests,  meal  tickets;  magnetic  tape,  disk  files,  roll  microfilm, 
microfiche;  and  related  correspondence  files. 

Authority  for  maintenance  of  the  system:  5  USC  301  Department 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose:  To  provide  a 
record  of  all  disbursements  made  on  commercial  invoices  by  Navy 
disbursing  offices.  User:  Navy  disbursing  offices.  Uses:  Provides  an 
audit  trail  of  commercial  invoice  payments  made  by  the  Navy;  pro¬ 
vides  a  means  to  respond  to  inquiries  from  individuals  on  status  of 
invoices  and  contracts;  provides  a  means  of  detecting  and  precluding 
duplicate  payments;  provides  disclosure  to  law  enforcement  and  in¬ 
vestigatory  authorities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders;  computer  magnetic  tapes; 
roll  microfilm,  microfiche. 

Retrievability:  Retrieved  by  disbursing  office  voucher  number  for 
paid  invoices;  retrieved  by  procurement  instrument  identification 
number  for  contractors  by  contract  index  cards;  retrieved  by  name  of 
individual  from  machine  listings.  Information  in  disbursing  office 
voucher  file  and  microfilm/microfiche  can  be  retrieved  by  name 
through  search  process  if  billing/submission  date  is  known. 

Safeguards:  Locked  cabinets  or  rooms,  with  building  or  military 
base  security.  Access  authorized  to  designated  personnel  engaged  in 
commercial  invoice  processing,  supervisory  or  management  person¬ 
nel,  and  inspectors,  auditors,  investigators.  Individuals  are  authorized 
access  to  their  own  payment  history  file;  fund  administrators  are 
authorized  access  to  records  pertaining  to  their  own  funds. 

Retention  and  disposal:  Records  are  maintained  for  four  years. 
Records  may  be  moved  to  a  regional  Federal  Records  Center  depend¬ 
ing  on  local  storage  capability.  No  standard  means  for  destruction  ex¬ 
ists. 

System  managers)  and  address:  Commercial  invoice  payment  histo¬ 
ry  requirements  are  prescribed  by  the  Comptroller  of  the  Navy  in  its 
Manual  (NAVSO  P-1000);  a  list  of  Navy  disbursing  offices 
authorized  to  pay  invoices  can  be  obtained  from  the  Commander, 
Navy  Accounting  and  Finance  Center  (NCF-5),  Washington  D.C. 
20376. 

Notification  procedure:  If  the  individual  knows  the  location  of  the 
Navy  disbursing  office  holding  his/her  invoice  payment  history, 
direct  contact  with  that  office  is  sufficient.  If  location  is  unknown, 
the  inquiry  should  be  directed  to  the  Commander,  Navy  Accounting 
and  Finance  Center,  address  above.  Inquirer  should  provide  full 
name,  social  security  number,  whether  military  or  civilain,  contract 
or  purchase  order  number  and,  if  possible,  disbursing  office  voucher 
number,  invoice  date,  number  and  amount.  An  individual  is  permitted 
to  visit  any  Navy  disbursing  office  to  which  he/she  has  submitted  an 
invoice  for  payment.  Identification  should  include  military  identifica¬ 
tion  card,  civilian  identification  such  as  driver’s  license  and  company 
or  agency  affiliation.  Access  to  classified  contracts  requires  confir¬ 
mation  of  security  clearance  and  need  to  know. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Commercial  invoices  are  filed  by  in¬ 
dividuals  who  provide  information  on  themselves.  Supporting  docu¬ 
mentation  is  obtained  from  employing  company,  material/service 
providers  and  receivers  and  Navy  disbursing  offices. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 

N00037  CNM  (MAT  09G1) 

System  name:  Investigatory  (Fraud  System) 


System  location:  Chief  of  Naval  Material,  Navy  Department, 
Washington,  D.C.  20360 

Categories  of  individuals  covered  by  the  system:  Individuals 
suspected  of  fraud,  convicted  of  fraud  in  Navy  procurement,  in¬ 
dividuals  suspected  of  being  involved  in  theft  of  Government  proper¬ 
ty,  conflict  of  interest  in  matters  relative  to  Navy  procurement. 

Names  of  individuals  involved  in  areas  of  possible  criminal 
misconduct  pertaining  to  procurement  and  related  matters  within  the 
coznizance  of  CNM. 

Categories  of  records  in  the  system:  1.  Administrative  memoranda 

2.  Investigative  report  summaries 

3.  Report  of  disciplinary  action  taken 

4.  Card  index  file,  containing  only  the  name  and  file  number.  It  is 
used  for  report  retrieval  purposes. 

5.  Pertinent  public  court  records. 

Authority  for  maintenance  of  the  system:  Title  S,  U.S.  Code,  Sec¬ 
tion  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Uses  are  to  disseminate  in¬ 
formation  on  procurement  fraud  and  related  matters  to  the  officials 
.  in  the  Department  of  the  Navy  to  assure  that  they  are  notified  in 
fraud  cases.  To  request  official  investigations,  audits,  to  respond  to 
congressional  inquiries  and  to  request  reports  of  final  action  taken. 
Internal  users  are  subordinate  officials  to  the  CMN.  CNO,  SECNAV 
and  ASN.  Documents  furnished  to  Department  of  Justice  to  be  used 
in  prosecutive  actions.  Reports  are  also  used  in  connection  with 
debarment/  suspension  actions  and  require  notification  D/A,  AF, 
DSA,  GSA,  Defense  Nuclear  Agency,  MARCORPS  and  DCAA. 

Referrals  to  NIS  (law  enforcement) 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  index  cards. 

Retrievability:  By  Name  and  Numerical  Number 

Safeguards:  Access  is  limited  to  MAT  09G  personnel.  Files  are 
stored  in  a  locked  bar  cabinet.  The  area  is  sight  controlled  during 
normal  work  hours  and  locked  during  non  duty  hours.  Building  ac¬ 
cess  is  controlled  during  security  hours  by  a  Security  Force,  which 
also  conducts  roving  patrols  of  the  building. 

Retention  and  disposal:  Files  are  kept  for  three  years  after  final  ac¬ 
tion  is  taken. 

System  managers)  and  address:  Chief  of  Naval  Material  Deputy  In¬ 
spector  General  (Investigations)  NAVMAT  09G1  Crystal  Plaza  Bldg. 
5,  Rm  422  Washington  D  C.  20360 

Notification  procedure:  Written  request  to: 

Chief  of  Naval  Material 
ATTN:  Deputy  IG  (Investigations) 

MAT  09G1,  CP  5,  Rm  422 

Washington,  D.C.  20360  giving  full  name,  address,  social 
security  number  and  business  affiliation. 

Requester  may  visit,  after  written  visit  notification. 

Chief  of  Naval  Material 
Deputy  IG  (Investigations) 

MAT  09G1,  CP  5,  Rm  422 

Washington,  D.C.  20360  between  the  hours  of  0900-1500. 
Requestor  must  show  proof  of  identity  consisting  of  drivers 
license  or  ID  containing  photograph.  Military  ID  card,  etc. 

Record  access  procedures:  The  Agency's  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures: -The  Agencies  Rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Law  enforcement  investigative  reports. 
Audit  Reports,  Inspection  reports,  credit  reports  and  complainants. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N00037  NAVMAT  COOPLAN 

System  name:  Naval  Material  Command  Contingency/Emergency 
Planning  Cadre 

System  location:  Chief  of  Naval  Material  Department  of  the  Navy 
Washington  D.C.  20360 

Categories  of  individuals  covered  by  the  system:  Individuals  listed 
are  those  whose  performance  is  necessary  to  the  Naval  Material 
Command  for  maintaining  essential  functions  during  specified  milita¬ 
ry  emergencies  or  contingencies. 


FEDCKAL  REGISTER  VOL  40,  NO.  160 -MONDAY,  AUGUST  It,  1975 


35922 


DEPARTMENT  OF  DEFENSE 


Categories  of  records  in  the  system:  The  system  contains  the  name 
of  the  individual,  the  function  they  are  to  perform  at  a  given  loca¬ 
tion.  the  individual’s  signature,  the  organization  name,  date  of  birth, 
height,  weight,  color  of  hair,  color  of  eyes,  a  facial  photograph, 
security  clearance,  social  security  number,  home  telephone  number, 
and  home  address. 

Authority  for  maintenance  of  the  system:  Executive  Order  11490 
Assigning  Emergency  Preparedness  Functions  to  Federal  Depart¬ 
ments  and  Agencies’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  is  used  to 
permit  ease  of  locating,  identifying  and  contacting  the  individuals  in 
particular  functional  areas  when  a  military  emergency  arises.  It  is 
used  by  Command  watch  officers,  planning  director  and  deputy 
directors  as  well  as  activities  under  the  direct  command  of  the  Chief 
of  Naval  Material  and  Navy  emergency  planning  organizations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records,  are  maintained  in  hard-copy  identification  cards 
and  listed  in  emergency  planning  documents. 

Retrievability:  Records  are  retrievable  manually  by  name,  function 
or  organization  code  number. 

Safeguards:  Since  material  is  of  a  classified  nature  it  is  retained  in 
appropriate  security  storage  safes  with  only  those  individuals  having 
a  demonstrated  need-to-know  being  permitted  access. 

Retention  and  disposal:  Individual  records  are  maintained  until  the 
person  changes  job  function,  retires  or  is  deceased;  then  the  records 
are  appropriately  disposed  of  in  accordance  with  applicable  instruc¬ 
tions  for  handling  classified  material 

System  managerfs)  and  address:  Director,  Plans  and  Logistics 
Systems  Division  (MAT  043)  Department  of  the  Navy  -  Headquarters 
Naval  Material  Command  Washington  D.C.  20360 

Notification  procedure:  Individuals  and/or  organizations  involved 
are  given  copies  of  the  documents,  and  if  any  doubt  exists  the  in¬ 
dividual  may  contact  the  System  Manager,  using  their  Department  of 
Defense  Building  Pass  as  proof  of  identify  and  confirmation  by  the 
Command  Security  Officer  as  to  their  security  clearance. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  All  personal  information  listed  in 
RECORD-CATEGORY  was  obtained  from  each  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N 000 37  NAVWUIS 

System  name:  NAVY  WORK  UNIT  INFORMATION  SYSTEM 

System  location:  Defense  Documentation  Center  Cameron  Station 
Alexandria,  VA  22314 

Categories  of  individuals  covered  by  the  system:  Includes  name, 
telephone  number,  organization  and  organization  mailing  address  of 
the  principal  investigator,  associate  investigators  and  responsible  in¬ 
dividual  for  each  Navy  research  and  development  work  unit  done  by 
Naval  activities  or  by  civilian  organizations. 

Categories  of  records  in  the  system:  The  system  contains  the  data 
submitted  on  a  DD  Form  1498  (Research  and  Technology  Work  Unit 
Summary)  for  each  Navy  work  unit  The  data  includes  the  following 
items  pertaining  to  the  work:  security  classification,  funding  source, 
accession  number,  summary  date,  start  and  completion  dates,  title, 
description  (technical  objective,  approach,  and  progress),  contract 
data,  resource  data,  scientific  and  technological  areas  and  keywords. 

Authority  for  maintenance  of  the  system:  S  USC  301,  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Navy  activities  concerned 
with  research,  development,  test  and  evaluation,  all  other ’govern¬ 
ment  agencies,  all  parts  of  the  legislative  branch  of  government  and 
registered  contractors  can  obtain  information  from  the  system 
operated  by  the  Defense  Documentation  Center.  Information  availa¬ 
ble  is  used  to: 

a.  Identify  on-going  DOD  research  and  technology  in  any  scientific 
discipline  or  technology  area. 

b.  Coordinate  programs  easily  with  other  DOD  components  and 
other  agencies  to  eliminate  undesirable  overlap  of  effort. 

c.  Determine  whether  specific  areas  of  endeavor  adequately  reflect 
DOD  policy  guidance. 

d.  Determine  the  approach  and  current  status  of  technical  efforts. 


e.  Identify  scientists  or  engineers  who  are  working  in  technical 
areas  of  interest  so  they  can  be  contacted  for  further  technical  infor¬ 
mation;  and 

f.  Maintain  current  awareness  through  periodic  review  of  progress 
statements  in  pertinent  work  units. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  maintained  in  computer  readable  form  at  the 
Defense  Documentation  Center  and  as  paper  files  at  user  organiza¬ 
tions. 

Retrievability:  Information  retrievable  by  individual  name,  or¬ 
ganization,  address,  technical  area,  sponsoring  activity,  keywords, 
source  of  funds  and  most  items  listed  under  Record  category. 

Safeguards:  Access  to  Defense  Documentation  Center  records 
restricted  to  government  and  civilian  organizations  registered  for  ser¬ 
vice.  Civilian  organizations  must  be  sponsored  by  government  or¬ 
ganizations.  Classified  output  is  kept  in  safes,  vaults  and  locked 
cabinets. 

Retention  and  disposal:  The  Defense  Documentation  Center  records 
are  updated  at  least  annually  for  active  work  and  are  retained  for 
completed  and  terminated  work. 

System  manager! s)  and  address:  Chief  of  Naval  Material  (MAT 
03t2)  Navy  Department  Washington,  D.C.  20360 

Notification  procedure:  Individuals  can  determine  whether  the 
system  contains  records  pertaining  to  them  by  contacting  the 
SYSMANAGER  in  writing.  The  individual  must  provide  his  full 
name  and  organizational  affiliations  for  the  time  priod  to  be  checked. 
Individuals  can  visit  the  SYSMANAGER  to  make  the  determination 
and  will  be  required  to  show  proof  of  identity  provided  by  their  em¬ 
ployer. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Navy  activities  performing  research  and 
technology  work  units  or  responsible  for  research  and  technology 
work  done  by  contractors  and  grantees. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00037  R&D  PLANNING 

Svstem  name:  NAVY  RESEARCH  AND  DEVELOPMENT 
PLANNING  SUMMARY  (DD-1634)  SYSTEM 

System  location:  Defense  Documentation  Center  Cameron  Station 
Alexandria,  VA  22314 

Categories  of  individuals  covered  by  the  system:  Includes  name, 
telephone  number,  organization  and  organization  mailing  address  of 
the  responsible  individual  for  each  Navy  research  and  development 
project  or  task  area. 

Categories  of  records  in  the  system:  The  system  contain-  the  data 
submitted  on  a  DD  Form  1634  (Research  and  Development  Planning 
Summary)  for  each  project  and  task  area.  The  data  includes  the  fol¬ 
lowing  items:  accesssion  number,  date  of  summary,  security  classifi¬ 
cation,  program  identification,  title,  responsible  DOD  organization, 
start  and  completion  dates,  resource  estimates,  scientific  and  techni¬ 
cal  areas  and  description  ~of  the  work  (objective,  approach,  plans, 
progress  and  accomplishments). 

Authority  for  maintenance  of  the  system:  S  USC  301,  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Navy  activities  concerned 
with  research,  development,  test  and  evaluation,  and  all  other  Dept, 
of  Defense  agencies  can  obtain  information  from  the  system  operated 
by  the  Defense  Documentation  Center.  Iformation  available  is  used 
to:  a.  Identify  planned  DOD  research  and  technology  in  any  scientific 
discipline  or  technology  area  for  the  current  and  next  two  fiscal 
years,  b.  Coordinate  programs  easily  with  other  DOD  components  to 
eliminate  undesirable  overlap  of  effort;  and  c.  Identify  responsible  in¬ 
dividuals  in  technical  areas  of  intrest  so  they  can  be  contacted  for 
further  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  maintained  in  computer  readable  form  at  the 
Defense  Documentation  Center  and  as  paper  files  at  user  organiza¬ 
tions. 

Retrievability:  Information  retrievable  by  individual  name,  or¬ 
ganization,  technical  area,  project  number,  task  area  number,  source 
of  funds  and  most  items  listed  under  Record  category. 
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Safeguards:  Access  to  Defense  Documentation  Center  DD-1634 
records  is  restricted  to  Dept,  of  Defense  organizations  registered  for 
service.  Classified  output  is  kept  in  safes,  vaults  and  locked  cabinets. 

Retention  and  disposal:  The  Defense  Documentation  Center  records 
are  held  for  an  indefinite  period.  New  descriptions  are  added  an¬ 
nually  in  May  and  may  be  updated  in  September. 

System  manager(s)  and  address:  Chief  of  Naval  Material  (MAT 
03T2)  Navy  Department  Washington  D.C.  20360 

Notification  procedure:  Individuals  can  determine  whether  the 
system  contains  records  pertaining  to  them  by  contacting  the 
SYSMANAGER  in  writing.  The  individual  must  provide  his  full 
name  and  organizational  affiliations  for  the  time  period  to  be 
checked.  Individuals  can  visit  the  SYSMANAGER  to  make  the 
determination  and  will  be  required  to  show  proof  of  indentity  pro¬ 
vided  by  their  employer. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Navy  activities  responsible  for  research 
and  development  program  planning. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00037  TECH  REPORTS 

System  name:  NAVY  TECHNICAL  REPORTS  SYSTEM 

System  location:  Defense  Documentation  Center  Cameron  Station 
Alexandria,  VA  22314 

Categories  of  individuals  covered  by  the  system:  Includes  name,  or¬ 
ganization  and  organizaton  address  for  the  author  or  authors  of  each 
research  and  development  report  by  a  Naval  activity  or  by  a  Navy 
contractor  or  grantee. 

Categories  of  records  in  the  system:  The  system  contains  the  data 
submitted  on  a  DD  Form  1473  (Report  Documentation  Page)  for  each 
Navy  sponsored  report.  The  data  includes  the  following  items  per¬ 
taining  to  the  report:  Security  classifications,  accession  number,  re¬ 
port  date,  title,  abstract,  sponsor  identification,  contract  number, 
scientific  and  technological  areas  and  keywords. 

Authority  for  maintenance  of  the  system:  3  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Navy  activities  concerned 
with  research,  development,  test  and  evaluation,  all  other  govern¬ 
ment  agencies,  all  parts  of  the  legislative  branch  of  government  and 
registered  contractors  can  obtain  report  information  from  the  system 
operated  by  the  Defense  Documentation  Center.  The  reports  are  used 
to:  * 

a.  Identify  DOD  research  and  technology  results  in  any  scientific 
discipline  or  technology  area. 

b.  Monitor  programs  of  DOD  components  and  other  agencies  to 
locate  technical  efforts  applicable  to  current  problems. 

c.  Determine  the  approaches  and  results  of  different  technical  ef¬ 
forts. 

d.  Identify  scientists  or  engineers  who  are  working  in  technical 
areas  of  interest  so  they  can  be  contacted  for  further  technical  infor¬ 
mation;  and 

e.  Maintain  awareness  of  progress  through  periodic  review  of  cur¬ 
rent  technical  literature. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  maintained  in  computer  readable  form  at  the 
Defense  Documentation  Center  and  as  paper  files  at  user  organiza¬ 
tions. 

Retrievability:  Information  retrievable  by  individual  name,  or¬ 
ganization,  technical  area,  sponsoring  activity,  keywords,  and  most 
items  listed  under  Record  category. 

Safeguards:  Access  to  Defense  Documentation  Center  records 
restricted  to  government  and  civilian  organizations  registered  for  ser¬ 
vice.  Civilian  organizations  must  be  sponsored  by  government  or- 
ganizatons.  Classified  output  is  kept  in  safes,  vaults  and  locked 
cabinets. 

Retention  and  disposal:  The  Defense  Documentation  Center  records 
for  technical  reports  are  maintained  indefinitely. 

System  manager(s)  and  address:  Chief  of  Naval  Material  (MAT 
03t2)  Navy  Department  Washington,  D.C.  20360 

Notification  procedure:  Individuals  can  determine  whether  the 
system  contains  records  pertaining  to  them  by  contacting  the 


SYSMANAGER  in  writing.  The  individual  must  provide  his  full 
name  and  organizational  affiliations  for  the  time  period  to  be 
checked.  Individuals  can  visit  the  SYSMANAGER  to  make  the 
determination  and  will  be  required  to  show  proof  of  identity  provided 
by  their  employer. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Navy  activities  performing  research  and 
technology  work  and  Navy  research  and  technology  contractors  and 
grantees. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N 00039  CONTFLDSERV 
System  name:  Contract  Field  Service  File 

System  location:  Commander  Naval  Electronic  Systems  Command 
Washington,  D.C.  20360 

Categories  of  individuals  covered  by  the  system:  Contractor 
representatives  (engineers/technicians) 

Categories  of  records  in  the  system:  NAVELEX  4603  maintains  a 
contractor  field  engineer  file  system  by  name  and  company.  The  only 
personal  information  contained  in  these  files  are  security  clearance 
information  (degree,  date  cleared,  by  whom),  date  and  place  of  birth, 
and  social  security  number.  Contract  services  requests  and  authoriza¬ 
tions. 

Authority  for  maintenance  of  the  system:  3  USC  301,  Departmental 
Regulation 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  in  the 
system  is  used  for  notifying  ships,  shipyards,  supships,  other  Navy 
activities  and  some  contractor  plants  of  reporting  engineers  security 
information  for  tech  assists.  Internal  users  other  than  4603  are  cogni¬ 
zant  engineers. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders. 

Retrievability:  The  files  are  filed  by  company  and  name. 

Safeguards:  The  files  are  located  in  a  locked  cabinet.  When  the 
cabinet  is  open,  personnel  is  in  the  room  at  all  times.  Normally  no 
other  people  have  access  to  these  files.  The  only  ones  that  could 
have  access  based  upon  a  need  to  know  are  the  cognizant  engineers 
and  the  contractor  representatives  may  review  their  own  personal 
jacket.  ELEX  4603  personnel  must  remove  records  from  cabinets. 

Retention  and  disposal:  The  records  are  retained  as  long  as  the  en¬ 
gineer  is  employed  by  the  company,  then  the  records  are  transferred 
to  Archives  for  the  standard  retention  period. 

System  manager(s)  and  address:  Contract  Services  Coordinator, 
ELEX  4603 

Notification  procedure:  Request  must  be  made  to  system  manager 
ELEX  4603.  Requestor  must  provide  full  name,  social  security 
number  and  photo  identification. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  The  source  of  information  is  from  the 
contractor  representatives  (engineers/  technicians)  employers. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N 00039  TUTORIAL  FILE 
System  name:  Volunteer  Tutorial  Program 

System  location:  Naval  Electronic  Systems  Command,  Washington, 
DC  20360 

Categories  of  individuals  covered  by  the  system:  Any  Naval  Material 
Command  employee  who  volunteers  to  tutor  in  the  Northern  Virginia 
school  system 

Categories  of  records  in  the  system:  File  contains  individual’s  name, 
office  phone,  organizational  location,  subject  interest,  grade  level  in¬ 
terest,  and  school  district  choice 

Authority  for  maintenance  of  the  system:  3  USC  301,  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  record  and  assign 
volunteers  to  subject  areas  where  tutorial  service  is  needed 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders 

Retrievability:  Name  and  educational  subject  matter 
Safeguards:  Records  are  available  on  a  'need  to  know'  basis 
Retention  and  disposal:  Records  are  maintained  until  individual 
withdraws  from  program  or  separates  from  the  Command 
System  managers)  and  address:  Tutorial  Coordinator,  Naval  Elec¬ 
tronic  Systems  Command,  Washington,  DC  20360 
Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  Systems  Manager.  The  request  should  contain  full  name 
and  address  of  the  requestor 

Record  access  procedures:  The  agency's  fules  for  access  to  records 
may  be  obtained  from  the  system  manager 
Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager 

Record  source  categories:  Information  volunteered  by  the  individual 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N00060  CUBEX 

System  name:  List  of  Cuban  Exile  Families  at  U.S.  Naval  Base  Guan¬ 
tanamo  Bay,  Cuba 

System  location:  Commander  in  Chief,  U.  S.  Atlantic  Fleet  (N94), 
Norfolk,  Virginia  23511 

Categories  of  individuals  covered  by  the  system:  Navy  civilian  em¬ 
ployees  at  U.S.  Naval  Base  Guantanamo  Bay,  Cuba,  who  are  Cuban 

exiles. 

Categories  of  records  in  the  system:  Listing  contains: 

(a)  Name  of  Head  of  Household 

(b)  Number  of  Dependents  •  ' 

(c)  Age  of  Head  of  Household 

(d)  Data  on  who  possesses  an  alien  registration  card 

(e)  Date  when  head  of  household  and  dependents  depart 
GITMO. 

(f)  Destination  of  departing  exiles.  U.S.  or  third  country 

(g)  Information  copy  of  miscellaneous  information  provided  by 
COMNAVBASE  GITMO  to  Health,  Education  and  Welfare, 
and  Naturalization  and  Immigration  Service  for  relocation 
arrangements  and  assistance.  (This  information  being  provided 
under  Provisions  of  Privacy  Act  by  HEW.) 

Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Users  -  CINCLANTFLT, 
COMNAVBASE  GITMO,  NAS  GITMO,  NAVSTA  GITMO,  CNO, 
HEW,  Immigration  and  Naturalization  Service 
Uses  -  Ascertains  base  loading  and  requirements  for  relocation  of 
aging  alien  work  force  for  relocation  to  U.S.  or  third  country;  deter¬ 
mination  of  who  holds  ARC'S  and  to  encourage  those  without  ARC’S 
to  obtain  same  to  facilitate  departure  from  GITMO,  and  statistical 
purposes.  Once  a  Cuban  exile  enters  U.S.  as  an  alien,  information  is 
retained  as  to  location  in  u.S.  All  entries  are  used  by  CIN¬ 
CLANTFLT  primarily  for  statistical  and  planning  purposes  related  to 
above.  NOTE:  When  these  non-citizens  enter  U.S.  as  aliens,  they  fall 
under  the  Privacy  Act. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  Folders 

Retrievability:  Manual  effort  by  Head  of  Household  name 
Safeguards:  Files  located  in  controlled  area,  in  locked  safe.  Access 
based  on  need  to  know  -  official  use  only. 

Retention  and  disposal:  Records  will  be  maintained  as  long  as  there 
are  Cuban  exiles  at  Guantanamo  Bay,  Cuba.  When  all  exiles  have  de¬ 
parted  or  situation  changes  between  U.S.  and  Cuba,  files  may  be 
destroyed  depending  on  situation. 

System  managers)  and  address:  Financial  Management  Officer, 
Shore  Activities  Readiness  Division,  CINCLANTFLT,  Norfolk,  Vir¬ 
ginia  23511 

Notification  procedure:  Letters  of  inquiry  should  be  addressed  to 
Sysmanager  noted  above  and  contain  sufficient  information  to  identi¬ 
fy  sender.  Information  should  include  employment  dates  of  head  of 
household  while  employed  at  GITMO,  activity  employed  by,  ARC 
number  and  names  and  location  of  dependents. 

Personal  Visit  -  Personal  contacts  with  Cuban  exiles  not  normally 
envisioned.  However,  any  personal  contacts  with  Sysmanager  will  be 


at  CINCLANTFLT  Compound,  Building  3  North,  Room  206.  Pro¬ 
vide  adequate  identification  such  as  drivers  license,  ARC  and  be 
prepared  to  answer  same  questions  required  by  letter  inquiry. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Source  of  information  derived  from  offi¬ 
cial  civilian  personnel  folders  and  direct  query  of  Cuban  exiles.  In¬ 
formation  provided  CINCLANTFLT  by  COMNAVBASE,  GITMO. 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N 00062  INSGEN 

System  name:  Naval  Educational  Development 

System  location:  Chief  of  Naval  Education  and  Training  Naval  Air 
Station  Pensacola,  FL  32508 

Categories  of  individuals  covered  by  the  system:  Formal/Informal  in¬ 
vestigations,  inquiries  conducted  as  directed  by  CNET  and  higher 
authority 

Categories  of  records  in  the  system:  Reports  of  investigations,  inqui¬ 
ries 

Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Results  reported  to 
requesting  authority.  Files  are  then  stored  until  time  for  disposal  in 
accordance  with  Records  Disposal  Instructions 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders 

Retrievability:  Name,  grade,  title,  position 

Safeguards:  Stowed  in  3-tumbler  safe;  access  to  authorized  person¬ 
nel  only 

Retention  and  disposal:  Per  Records  Disposal  Instructions 
System  manager(s)  and  address:  Staff  Inspector  General  and  his  im¬ 
mediate  staff 

Notification  procedure:  Information  is  available  to  individuals  but  is 
restricted  to  the  extent  that  the  source  of  the  information  is  not 
revealed. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Multitude  of  sources  as  determined  by 
the  scope  of  the  investigation,  inquiry. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N 00062  LORR  1130 

System  name:  Low  Quality  Recruiting  Report  (CNET  Report  1130-1) 
System  location:  .Chief  of  Naval  Education  and  Training  Naval  Air 
Station  Pensacola,  FL  32508 

Categories  of  individuals  covered  by  the  system:  Reports  of  enlisted 
performance 

Categories  of  records  in  the  system:  Reports  of  performance 
Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Navy  Recruit¬ 
ing  Command  and  the  Chief  of  Naval  Education  and  Training.  Chief 
of  Naval  Technical  Training,  and  the  Recruit  Training  Center  to  eval¬ 
uate  the  quality  of  recruits  with  a  view  towards  improvement  of 
recruitment  and  training. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  Folder 

Retrievability:  Random  filing  by  submitting  activity 
Safeguards:  Maintained  in  locked  safe  in  controlled  building 
Retention  and  disposal:  Two  years 

System  manageris)  and  address:  Commander  Navy  Recruiting  Com¬ 
mand 

Notification  procedure:  By  individual  request  upon  presentation  of 
letter  or  identification.  Must  provide  program  and  name. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager 
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Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Service  Record  entries.  Commanding  Of¬ 
ficers  performance  evaluations 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N00062  NEDRECS 

System  name:  Naval  Educational  Development  Records. 

System  location:  Chief  of  Naval  Education  and  Training  Naval  Air 
Station  Pensacola,  FL  32508 

Categories  of  individuals  covered  by  the  system:  Applications,  par¬ 
ticipants,  graduates  and  staff  of  officer  acquisition,  professional 
development.  Navy  Youth,  dependents'  education  (Atlantic),  and 
Non-Traditional  Education  Support  programs. 

Categories  of  records  in  the  system:  Applications,  biographical  in¬ 
formation,  student  records  and  reports  of  performance,  graduation, 
and  disenrollment. 

Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Naval  Educa¬ 
tional  Development  staff  members,  selection  boards.  Bureau  of 
Naval  Personnel  and  Navy  media  for  selection,  student  monitoring, 
and  utilization  of  graduates. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders  and  punched  cards. 

Retrievability:  Name  and  SSN 

Safeguards:  Locked  buildings  and  access  only  to  authorized  per¬ 
sonnel. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual 
System  manager(s)  and  address:  Director  of  Naval  Educational 
Development  (See  location  section) 

Notification  procedure:  By  individual  request  upon  presentation  of 
letter  of  identification.  Must  provide  program  and  name. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Individual  applications,  selection  board 
proceedings,  transcripts,  and  correspondence. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00062  NROTC 

System  name:  NROTC  Educational  Development  Records 
System  location:  Chief  of  Naval  Education  and  Training  Naval  Air 
Station  Pensacola,  FL  32508 

Categories  of  individuals  covered  by  the  system:  NROTC  Scholar¬ 
ship  Candidate  Placement  Records,  NROTC  Student  Attrition 
Records,  NROTC  Student  Jackets,  Applications  for  NROTC  Pro¬ 
gram,  Commanding  Officers  and  Executive  Officers  of  NROTC 
units. 

Categories  of  records  in  the  system:  Information  concerning  stu¬ 
dents  selected  as  principal  and  alternate  candidates  for  NROTC 
scholarship.  Contains  name,  SSN,  address,  telephone  number, 
academic  scores,  medical  qualification,  race,  and  sex. 

Reports  of  disenrollment,  appointment  to  commissioned  status,  and 
non-  selection  as  an  applicant  for  the  NROTC  program. 

Student  records  containing  enlistment  cntract,  service  agreement, 
officer  candidate  training  application,  evidence  of  citizenship,  birth 
certificate,  reports  of  medical  qualification,  aptitude  for  naval  service 
evaluations,  academic  records,  personal  history  information,  report 
of  security  clearances  granted,  special  request,  and  action  of  boards 
concerning  these  special  request. 

Application  file  consisting  of  officer  candidate  training  request, 
service  agreement,  report  of  medical  qualification,  evidence  of 
citizenship,  personal  history,  interviewers’  appraisal  sheets,  and 
academic  records. 

Officer  Biography  Sheet  (NAVPERS  979) 

Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Assignment  of  scholarship 
selectees  to  various  NROTC  hosted  institutions. 

Provides  reference  to  individuals’s  attrition  from  the  NROTC  pro¬ 
gram. 


Provides  program  manager  with  information  to  determine  students  | 
eligibility  for  continuation  in  program  and  eventual  commissioning  as 
naval  officer.  Information  also  used  by  Chief  of  Naval  Personnel, 
Commander  Navy  Recruiting  Command  and  Commandant  of  the 
Marine  Corps.  j 

Determine  applicants  eligibility  for  enrollment  in  NROTC  program. 
Assistance  in  preparing  Fitness  Reports,  award  recommendations, 
TAD  assignments  in  conjunction  with  summer  training  and  preparing 
background  information  for  Flag  and  high  government  official  visits 
to  the  NROTC  unit. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  index  cards,  and  notebook 
Retrievability:  Name,  SSN,  and  NROTC  unit. 

Safeguards:  Secured  room  and  building.  Access  to  information  to 
authorized  personnel  only. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 
System  manager(s)  and  address:  NROTC,  CNET,  NAS,  Pensacola, 
FL. 

Notification  procedure:  Call  or  write  system  manager  listed  above. 
Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Individual  concerned,  CHNAVPERS, 
COMNAVCRUITCOM,  and  NROTC  unit. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00063CDP 

System  name:  Career  Development  Program  for  Communicators 
System  location:  Commander  Naval  Telecommunications  Command 
Naval  Telecommunications  Command  (NAVTELCOM)  Headquarters 
4401  Massachusetts  Avenue,  N.W.  Washington,  D.C.  20390 
Categories  of  individuals  covered  by  the  system:  Navy  civilian  em¬ 
ployees  of  NAVTELCOM  in  GS-393  series 

.  Categories  of  records  in  the  system:  Questionnaire  completed  by 
employees  giving  name,  duty,  work  and  education  experience,  birth 
date,  grade  level,  telephone  number  (work) 

Authority  for  maintenance  of  the  system:  5  USC  301,  Departmental 
regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  By  system  managers  of 
NAVTELCOM  for  implementing  and  managing  the  Career  Develop¬ 
ment  Program,  Navy  Office  of  Civilian  Manpower  Management 
similarly;  Defense  Department  similarly;  Civil  Service  Commission 
similarly; 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 
Retrievability:  Name 
Safeguards:  Safes  and  vaults 

Retention  and  disposal:  Records  destroyed  by  burning  upon  separa¬ 
tion  of  employee 

System  manager(s)  and  address:  Commander  Naval  Telecommuni¬ 
cations  Command  4401  Massachusetts  Avenue,  N.W.  Washington, 
D.C.  20390  Civilian  Manpower  Coordinator,  NAVTELCOM,  same 
address 

Notification  procedure:  Provide  name  to  Civilian  Manpower  Coor¬ 
dinator,  address  above.  Room  138,  with  routine  ID  card,  driver’s 
license,  etc. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Questionnaire  completed  by  employee 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N00063FTAR 

System  name:  Field  Training  Assistance  Representatives  (FTAR)  File 
System  location:  Commander  Naval  Telecommunications  Command 
Naval  Telecommunications  Command  (NAVTELCOM)  Headquarters 
4401  Massachusetts  Avenue,  N.W.,  Washington,  D.C.  20390 
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Categories  of  individuals  covered  by  the  system:  Civilian  employees 
of  NAVTELCOM  especially  designated  to  provide  technical  training 
assistance  to  NAVTELCOM  field  activities. 

Categories  of  records  in  the  system:  Name,  grade,  position,  duty 
station,  reports  of  training  conducted,  evaluations  of  performance, 
schedules  of  employment,  work  and  education  history,  official  cor¬ 
respondence  from  field  commanding  officers. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  NAVTELCOM 
executives  in  managing  FTAR  program,  for  up-dating  FTAR  training, 
reassigning  FTARs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 
Retrievability:  Name 
Safeguards:  Safes  and  vaults 

Retention  and  disposal:  Retained  indefinitely  for  historical  pur¬ 
poses. 

System  managers)  and  address:  Commander  Naval  Telecommuni¬ 
cations  Command  4401  Massachusetts  Avenue,  N.W.,  Washington, 
D.C.  20390  Director  Resources,  NAVTELCOM,  same  address 
Notification  procedure:  Provide  name  to  Director  Resources,  ad¬ 
dress  above,  Room  139,  with  routine  ID  card,  drivers  license,  etc. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Applications  for  employment,  official 
civilian  personnel  jacket,  official  Navy  orders  to  temporary  duty,  of¬ 
ficial  correspondence  from  employee  and  field  commanding  officers 
Systems  exempted  from  certain  provisions  of  the  act:  None 

N00063NC09PS 

System  name:  Personnel  Information  System 
System  location:  Commander  Naval  Telecommunications  Command 
Naval  Telecommunications  Command  Headquarters  4401  Mas¬ 
sachusetts  Avenue  Washington  D.C.  20390 
Categories  of  individuals  covered  by  the  system:  Military  and  civilian 
employees 

Categories  of  records  in  the  system:  Civilian  Records;  Military  Per¬ 
sonnel  Records;  Personnel  Security  Information 
Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Ready  source  of  informa¬ 
tion  on  Headquarters  personnel  regarding  billets,  position  titles, 
security  clearances,  etc.  Used  internally  only  for  administrative  pur¬ 
poses 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  Tape  and  Punched  Cards 
Retrievability:  Name 
Safeguards:  Safes  and  vaults 

Retention  and  disposal:  Information  on  an  individual  is  scrubbed 
from  system  within  60  days  following  terminiation  of  employment 
with  Headquarters 

System  manager(s)  and  address:  Director  Administration  Headquar¬ 
ters  Naval  Telecommunications  Command  4401  Massachusetts 
Avenue  Washington  D.C.  20390 

Notification  procedure:  By  contacting  System  Manager  at  above  ad¬ 
dress.  Requestor  should  provide  full  name  and  dates  employed  by 
Headquarters  Naval  Telecommunications  Command.  Requestor  may 
visit  the  Headquarters  to  determine  whether  the  system  contains 
records  pertaining  to  him.  Usual  identification,  such  as  a  valid 
driver’s  license,  military  ID  card,  etc.,  will  be  accepted  as  proof  of 
identity. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 


Record  source  categories:  Applications  for  employment,  military 
personnel  records,  reports  of  results  of  Background  Investigations, 
National  Agency  Checks,  etc. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00069NSGAGNPAC01 

System  name:  Professional  Qualifications  Records  (PQK’s) 

System  location:  Commander,  Naval  Security  Group  Command, 
3801  Nebraska  Avenue,  N.W.,  Washington,  D.C.  20390 

Categories  of  individuals  covered  by  the  system:  Any  civilian  or  mili¬ 
tary  employee  of  the  Naval  cryptologic  community  who  applies  for 
Professionalization 

Categories  of  records  in  the  system:  File  contains  individual's 
Professional  Qualifications  Record,  which  is  a  summary  of  the  in¬ 
dividual’s  education,  training,  experience,  and  awards.  It  also  con¬ 
tains  evaluations  of  the  PQR  made  by  the  appropriate  Career  Panel. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Civilian  Personnel  Office  - 
To  determine  whether  individual  is  a  suitable  aspirant  for  Profes¬ 
sionalization  and  whether  revisions  and/or  updates  are  necessary. 
National  Security  Agency  -  To  determine  whether  the  PQR  shows 
that  the  individual  meets  all  the  necessary  requirements  for  Profes¬ 
sionalization. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  alphabetically  by  last  name  of  individual 
aspirant 

Safeguards:  Building  employs  security  guards.  Access  to  Civilian 
Personnel  Office  limited  to  personnel  with  proper  clearances.  Files 
kept  in  combination  safe. 

Retention  and  disposal:  Records  are  permanent.  The  authority  pro¬ 
vides  a  continuing  requirement  for  the  records. 

System  managers)  and  address:  Commander,  Naval  Security  Group 
Command,  3801  Nebraska  Avenue,  N.W.,  Washington,  D.C.  20390 

Notification  procedure:  Send  request  to  SYSMANAGER.  Request 
should  include  full  name,  DPOB,  military  status,  SSAN  (if  you 
voluntarily  include  it)  or  service  number.  Visits  for  the  purpose  of 
obtaining  information  must  be  submitted  in  writing  to  Command, 
Naval  Security  Group  Command,  3801  Nebraska  Avenue,  N.W., 
Washington,  D.C.  20390,  who  will  advise  of  time/date/place  for  view¬ 
ing  records  or  will  advise  whether  system  contains  records  pertaining 
to  the  requester.  Scheduled  visitors  must  be  prepared  to  present 
adequate  proof  of  identification  •  i.e.  •  combination  of  full  name, 
DPOB,  parent(s)  name,  drivers  license,  medicare  card,  military  l.D. 
card  if  applicable. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  SYSMANAGER 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER 

Record  source  categories:  Information  is  provided  by  individual 
aspirant.  PQR  may  include  transcripts  provided  to  individual  by  edu¬ 
cational  institutions. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00069NSGHG11PAC01 

System  name:  NAVAL  RESERVE  SECURITY  GROUP  PERSON¬ 
NEL  RECORDS 

System  location:  Commander,  Naval  Security  Group  Command 
Naval  Security  Group  Headquarters  3801  Nebraska  Avenue,  NW, 
Washington  D.C.  20390 

Categories  of  individuals  covered  by  the  system:  Naval  Reserve 
Security  Group  Personnel 

Categories  of  records  in  the  system:  System  comprises  records 
reflecting  information  pertaining  to  reservist’s  ACDUTRA  (Active 
Duty  for  Training);  miscellaneous  personnel  actions,  i.e.,  in-training 
status  for  change  of  rank /  designator/rate;  clearance  certificate;  con¬ 
gratulatory  letters  to  officers  upon  promotion;  history  of  past  AC¬ 
DUTRA  performed;  correspondance  courses  completed;  old  data 
cards  and  clearance  eligibility  letters 

Authority  for  maintenance  of  the  system:  5  USC  301  DEPART¬ 
MENTAL  REGULATIONS 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reserve  Personnel  Support 
Branch  -  to  verify:  past  active  duty  and  ACDUTRA  performed;  cur¬ 
rency  of  clearance  status;  mobilization  assignment;  civilian  skills 
acquired 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper-records  in  file  folders 
Retricvability:  Filed  alphabetically  by  last  name  of  reservist 
Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained 

Retention  and  disposal:  Records  are  retained  in  active  file  until 
reservist  has  fulfilled  drilling  obligation  or  upon  discharge  or  transfer 
to  stand-by  reserve 

System  managers)  and  address:  Commander,  Naval  Security  Group 
Command  Naval  Security  Group  Headquarters  3801  Nebraska 
Avenue,  NW,  Washington  D.C.  20390 
Notification  procedure:  a.  Send  request  to  SYSMANAGER 

b.  Full  name,  DPOB,  military  status,  SSAN  (if  you  will  voluntarily 
include  it)  or  service  number 

c.  Visits  for  the  purpose  of  obtaining  information  must  be  sub¬ 
mitted  in  writing  to  Commander,  Naval  Security  Group  Command. 
3801  Nebraska  Avenue,  NW,  Washington  D.C.,  20390,  who  will  ad¬ 
vise  of  time/date/place  for  viewing  records  or  will  advise  whether 
system  contains  records  pertaining  to  the  requestor 

d.  Scheduled  visitors  must  be  prepared  to  present  adequate  proof 
of  identification  -  i.e.,  combination  of  full  name,  DPOB,  parent(s) 
name,  driver’s  license,  medicare  card,  military  I.D.  card,  if  applicable 

Record  access  procedures:  The  Agency's  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager 
Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager 

Record  source  categories:  District  Officers  for  Naval  Reserve 
Security  Group  Commanding  Officers  of  Naval  Reserve  Security 
Group  Divisions  Commanding  Officer,  Naval  Technical  Training 
Center,  Pensacola,  FL 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00069NSGHG 12P  AC01 

System  name:  Naval  Security  Group  Personnel  Security/Access  Files 
System  location:  The  central  record  system  is  located  at: 
Commander,  Naval  Security  Group  Command 
3801  Nebraska  Ave.,  N.W., 

Washington,  D.C.  20390 

Duplicates  of  portions  of  records  may  be  held  by  other  Naval  and 
Marine  Corps  activities  served  by  a  Naval  Security  Group  Special 
Security  Officer.  Records  pertaining  to  Naval  and  Marine  Corps  mili¬ 
tary  personnel  who  were  considered  but  not  selected  for  assignment 
to  the  Naval  Security  Group  while  undergoing  recruit  training  are 
located  at  one  of  the  following  locations: 

Resident  in  Charge 
Naval  Security  Group  Field  Office 
Bldg  848 

Marine  Corp  Recruit  Depot 
Parris  Island,  South  Carolina  29905 
Resident  in  Charge 
Naval  Security  Group  Field  Office 
Naval  Administrative  Command 
Naval  Training  Center,  Bldg  1411,  Room  112 
Great  Lakes,  Illinois  60088 
Resident  in  Charge 
Naval  Security  Group  Field  Office 
U.S.  Naval  Training  Center 
San  Diego,  California  92133 
Resident  in  Charge 
Naval  Security  Group  Field  Office 
Naval  Training  Center 
Orlando,  Florida  32813 

Categories  of  individuals  covered  by  the  system:  Naval  and  Marine 
Corps  military  and  civilian  personnel  assigned  to  or  employed  by  the 
Naval  Security  Group,  including  the  Reserve  components  thereof,  or 
who  have  been  considered  for  such  assignment  or  employment. 

Categories  of  records  in  the  system:  The  file  may  contain  personal 
history  information,  investigative  reports,  security  suitability  reports, 
incident  reports,  and  other  data  pertinent  to  determination  of  eligibili¬ 
ty  for  access  to  Special  Intelligence  (SI)  information,  including  the 


decisions  made  in  each  case.  The  file  also  contains  records  of 
authorized  access  to  classified  information. 

Authority  for  maintenance  of  the  system:  E.O.  10450  Eisenhower 
Security  Program 

E.O.  11652  Classification  and  Declassification  of  National  Security 
Information  and  Material 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  collected 
and  used  by  SI  security  personnel  for  the  purposes  of  determining 
the  individual’s  eligibility  for  access  to  SI  information,  of  maintaining 
a  record  of  the  degree(s)  to  which««ccess  to  SI  has  been  authorized, 
and  of  determining  the  extent,  if  any,  to  which  controls  must  be  ex¬ 
ercised  to  prevent  the  compromise  of  SI  through  hostile  foreign  intel¬ 
ligence  activity.  Information  may  be  disseminated  outside  the  Depart¬ 
ment  of  the  Navy  to  the  National  Security  Agency,  Defense  Intel¬ 
ligence  Agency,  Army  Security  Agency,  Air  Force  Security  Service, 
Central  Intelligence  Agency,  White  House  Communications  Agency 
and/or  the  Defense  Industrial  Security  Clearance  Office  for  the  pur¬ 
pose  of  determining  the  individual's  eligibility  for  access  to  classified 
information  under  the  user  Agency’s  cognizance.  Information  may  be 
disseminated  to  the  Defense  Investigative  Service  and  Naval  In¬ 
vestigative  Service  for  the  purpose  of  conducting  investigations  on 
which  to  base  SI  eligibility  decisions.  The  access  record  portion  of 
the  system  may  be  made  available  to  the  Director  of  Central  Intel¬ 
ligence  to  maintain  an  index  of  personnel  who  have  been  granted  ac¬ 
cess  to  certain  sensitive  intelligence  programs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders  and  magnetic  tape. 

Retrievability:  By  name  and  date/place  of  birth. 

Safeguards:  Approved  security  areas  with  alarms  and  guards.  Ac¬ 
cess  is  limited  to  assigned  personnel  who  have  been  found  eligible 
for  access  to  SI  and  received  specific  instruction  in  the  handling, 
security,  and  dissemination  policy  of  information  in  the  files 

Retention  and  disposal:  Central  record  system  retained  for  thirty 
years  after  last  action.  Records  held  at  Naval  Security  Group  Field 
Offices  forwarded  to  central  system  after  two  years.  Records 
retained  in  central  record  system  and  destroyed  by  burning, 
shredding,  degaussing  or  chemical  destruction  at  end  of  retention 
period. 

System  manager(s)  and  address:  Commander,  Naval  Security  Group 
Command  3801  Nebraska  Ave.,  N.W.  Washington,  D.C.  20390 

Notification  procedure:  a.  Send  request  to  SYSMANAGER 

b.  Full  name,  date  and  place  of  birth,  military  status,  social  securi¬ 
ty  number  (if  voluntarily  included)  or  service  number. 

c.  Visits  for  the  purpose  of  obtaining  information  must  be  sub¬ 
mitted  in  writing  to  Commander,  Naval  Security  Group  Command, 
3801  Nebraska  Ave.,  N.W.,  Washington,  D.C.  20390  who  will  advise 
of  time/date/place  for  viewing  records  or  will  advise  whether  system 
contains  records  pertaining  to  the  requester. 

d.  Scheduled  visitors  must  be  prepared  to  present  adequate  proof 
of  identification-i.e. -combination  of  full  name,  date  and  place  of 
birth,  parentis)  name,  drivers  license,  medicare  card,  military 
identification  card  if  applicable. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  In  addition  to  information  furnished  by 
the  individual  himself,  files  contain  information  furnished  by  federal 
investigative  agencies,  other  SI  security  organizations,  and  reports 
submitted  by  Naval  Security  Group  Special  Security  Officer.  Files 
also  include  administrative  correspondence  among  associated  person¬ 
nel  and  security  offices  of  the  executive  branch. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N00069NSGHG 13PAC01 

System  name:  Personnel  Resources  Information  System  for  Manage¬ 
ment  (PRISM) 

System  location:  Commander,  Naval  Security  Group  Command 
Naval  Security  Group  Headquarters  3801  Nebraska  Avenue,  NW, 
Washington,  D.  C.  20390 

Categories  of  individuals  covered  by  the  system:  Active  duty  Navy 
and  Marine  Corps  personnel  and  Naval  and  Marine  Corps  Reserve 
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personnel  affiliated  with  the  Naval  Security  Group.  Also  civilian  per¬ 
sonnel  holding  a  NAVSECGRU  clearance. 

Categories  of  records  in  the  system:  System  comprises  automated 
records  reflecting  information  pertaining  to  the  pesonnel  identifica¬ 
tion.  location,  current  duties,  professional  qualifications  and  ex¬ 
periences,  education,  rotation  data,  persona)  information  (marital 
status,  dependents,  home  of  record)  and  career  information  (dates  of 
expiration  of  enlistment,  release  from  active  duty  and  security 
clearance  data) 

Authority  for  maintenance  of  the  svstem:  S  USC  301  DEPART¬ 
MENTAL  REGULATIONS 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Military  and  civilian  per¬ 
sonnel  of  the  Naval  Security  Group  Headquarters  in  the  performance 
of  their  official  duties  relating  to  the  planning  and  management  of 
NAVSECGRU  personnel  resources.  Regularly  produced  management 
reports  are  used  to  determine:  adequacy  of  the  personnel  manning 
posture  (quantitatively  and  qualitatively)  at  NAVSECGRU  field  ac¬ 
tivities;  trends  concerning  levels  of  various  NAVSECGRU  personnel 
skills;  trends  in  enlistments,  re-enlistments,  training  quotas,  retire¬ 
ments;  also,  data  base  is  often  queried  for  one-time,  non-routine  in¬ 
formation  to  satisfy  priority  requirements.  Personnel  of  the  Bureau 
of  Naval  Personnel  use  the  system  regularly  to  assist  in  meeting 
authorized  NSG  personnel  requirements  and  identification  of  NSG 
training  requirements.  Civilian  and  Military  officials  of  the  National 
Security  Agency  use  overall  NAVSECGRU  population  distribution  to 
assess  adequacy  of  personnel  levels  and  skills  in  meeting  national 
cryptologic  requirements.  NAVSECGRU  Area  Directors  in  Atlantic, 
Pacific  and  European  Commands  in  order  to  determine  manning  and 
skill  posture  within  their  respective  theaters.  Officials  of  NAVSEC¬ 
GRU  field  stations  world-wide  in  order  to  determine  numbers  and 
skills  of  personnel  ordered  to  report  for  duty.  Officials  of  Naval 
Technical  Center  Pensacola  Florida  for  purpose  of  mailing  advance¬ 
ment  examinations  and  other  training  materials. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  stored  on  magnetic  tapes,  discs,  punched 
cards,  microfiche  and  computer  paper  printouts 

Retrievability:  Records  are  retrieved  by  name,  social  security 
number,  skill  codes,  duty  stations,  career  information  (dates  of  en¬ 
listment.  expected  release),  education,  rating  and  paygrade. 

Safeguards:  The  computer  facility  and  terminal  are  located  in 
restricted  areas  accessible  only  to  authorized  persons  that  are 
properly  screened,  cleared  and  trained.  Records  and  computer  prin¬ 
touts  are  available  only  to  authorized  personnel  having  a  need  to 
know. 

Retention  and  disposal:  Computer  magnetic  tapes  are  erased  three 
months  after  they  are  created.  Punched  cards  are  converted  to  mag¬ 
netic  tape  and  destroyed.  Microfiche  and  paper  printouts  are  retained 
3  years  or  until  superseded. 

System  managers)  and  address:  Commander,  Naval  Security  Group 
Command  Naval  Security  Group  Headquarters  3801  Nebraska 
Avenue,  NW,  Washington,  D.C.  20390 

Notification  procedure:  Send  request  to  SYSMANAGER.  Full 
name,  DPOB,  military  status,  SSAN  (if  you  will  voluntarily  include 
it)  or  service  number. 

Visits  for  the  purpose  of  obtaining  information  must  be  submitted 
in  writing  to  Commander,  Naval  Security  Group  Command,  3801 
Nebraska  Avenue,  NW,  Washington,  D.C.  20390,  who  will  advise  of 
time/date /place  for  viewing  records  or  will  advise  whether  system 
contains  records  pertaining  to  the  requestor.  Scheduled  visitors  must 
be  prepared  to  present  adequate  proof  of  identification  •  i.e.,  com¬ 
bination  of  full  name,  DPOB,  parent(s)  name,  driver’s  license, 
medicare  card,  military  I.D.  card,  if  applicable. 

Record  access  procedures:  The  Agency's  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
content  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Chief  of  Naval  Personnel  MAPMIS 
(Manpower  Management  Information  System)  ADP  file;  Naval 
Security  Group  field  sites;  Naval  Security  Group  Field  Office 
Representatives. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00069NSGHG60PAC01 

System  name:  Communications  Security  Report  (Personnel  Section) 


System  location:  Primary  System-Commander,  Naval  Security 
Group  Command,  3801  Nebraska  Avenue,  NW,  Washington,  DC, 
20390.  Decentralized  Segments-Duplicates  of  portions  of  the  record 
may  be  held  by  other  Naval  commands  having  a  SIGSEC  function. 

Categories  of  individuals  covered  by  the  system:  Navy  officer  and 
enlisted  personnel  serving  in  established  Comunications  Security  bil¬ 
lets  at  Fleet  Headquarters  and  subordinate  commands. 

Categories  of  records  in  the  system:  Report  identifies  individual's 
name,  billet  to  which  assigned,  rank  and  rate  or  designator,  specific 
professional  duties,  employment  (days)  in  temporary  additional  duty 
(TAD),  date  of  departure  on  TAD,  date  of  return  from  or  estimated 
duration  on  TAD,  location  at  which  TAD  is  to  be  or  was  performed, 
assignment  on  TAD,  current  tour  completion  date,  and  next  duty  sta¬ 
tion. 

Authority  for  maintenance  of  the  system:  S  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Signals  Security  Depart¬ 
ment  -  To  record  time  spent  TAD  by  personnel  of  each  command  for 
both  command  and  composite  totals;  to  tabulate  Communications 
Security  manning  levels  by  command,  rating,  and  composite;  to  cor¬ 
relate  personnel  to  authorized  billets  to  determine  specific  manning 
and  skill  deficiencies;  to  indicate  whether  personnel  are  utilized  in 
accordance  with  stated  command  requirements;  and  to  identify  per¬ 
sonnel  assigned  to  subordinate  commands.  Other  Commands-To 
determine  whether  command  has  personnel  qualified  and  available  to 
conduct  tasks  either  assigned  or  to  be  assigned,  to  provide  a  record 
of  skills  for  which  individuals  are  qualified,  and  to  serve  as  a  record 
of  personnel  arrivals  and  departures  for  planning  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  name  of  command  to  which 
individual  is  assigned. 

Safeguards:  Reports  are  located  in  safes  in  restricted  areas  accessi¬ 
ble  only  to  authorized  persons  that  are  properly  screened  and 
cleared.  Reports  are  available  only  to  authorized  personnel  having  a 
need  to  know. 

Retention  and  disposal:  Reports  are  retained  in  active  file  until  end 
of  calendar  year,  held  one  additional  year  in  inactive  file  and  sub¬ 
sequently  destroyed. 

System  manageris)  and  address:  Commander,  Naval  Security  Group 
Command,  3801  Nebraska  Avenue,  NW,  Washington,  DC,  20390. 

Notification  procedure:  a.  send  request  to  SYSMANAGER. 

b.  full  name,  DPOB,  military  status,  SSAN  (if  you  voluntarily  in¬ 
clude  it)  or  service  number. 

c.  Visits  for  the  purpose  of  obtaining  information  must  be  sub¬ 
mitted  in  writing  to  Commander,  Naval  Security  Group  Command, 
3801  Nebraska  Avenue,  NW,  Washington,  DC,  20390,  who  will  ad¬ 
vise  of  time/date/place  for  viewing  records  or  will  advise  whether 
system  contains  records  pertaining  to  the  requester. 

d.  Scheduled  visitors  must  be  prepared  to  present  adequate  proof 
of  identification-i.e-combination  of  full  name,  DPOB,  parent(s)  name, 
drivers  license,  medicare  card,  military  I.D.  card  of  applicable. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Reporting  command  personnel  rosters 
and  division  records;  orders  issued  by  Chief,  Naval  Personnel. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00129  01 


Categories  of  individuals  covered  by  the  system:  Patrons,  guests  and 
employees  of  the  Navy  Resale  System 
Categories  of  records  in  the  system:  Records  of  complaints,  criminal 
violations,  unresolved  cases,  referred  cases  and  completed  cases  in¬ 
volving  Navy  Resale  directives  and  subordinate  regulations. 


System  name:  Navy  Exchange  Security  Investigation 
System  location:  Navy  Exchange 
Box  21 
Bldg  83 
SUBASE 
Groton,  Ct.  06340 
Commanding  Officer 
U.S.  Naval  Station 
FPO  San  Francisco  96630 
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Authority  for  maintenance  of  the  system:  5  U.S.C.  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  document  and  establish 
responsibility  when  there  are  violations  of  criminal  statutes,  UCMJ, 
Navy  directives  and  Navy  Resale  directives 
Federal  Law  Enforcement  Agencies  (NIS  and  FBI)  and  command¬ 
ing  officers  of  individuals  concerned. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders 

Retrievability:  Case  file  number  (numerical  in  order  of  occurrence) 
Safeguards:  Locked  room,  locked  file  cabinet  and  visitor  controls 
Under  custodial  care  of  designated  official  who  requires  positive 
identification  of  requester  and  requester  must  establish  need  to 
know. 

Retention  and  disposal:  Two  years 
Shredding 

System  managers)  and  address:  Navy  Exchange  Officer 

Box  21 

SUBASE 

Groton,  Ct.  06340 

Commanding  Officer 

U.S.  Naval  Station 

FPO  San  Francisco  96630 

Notification  procedure:  Navy  Exchange  Officer  Requester  must 
provide  positive  proof  of  identity 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager 
Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager 
Record  source  categories:  Information  relative  to  an  incident  is  ob¬ 
tained  from  that  individual  and  another  personnel  involved 
Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  3S2  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N00159  D-3/01 

System  name:  Seismic  survey  list  of  companies  involved  in  outer  con¬ 
tinental  shelf. 

System  location:  Commandant,  THIRD  Naval  District  Flushing  and 
Washington  Aves.  Brooklyn,  NY  11251 
Categories  of  individuals  covered  by  the  system:  Contact  personnel 
of  each  company  for  information  on  survey  or  drilling  activity. 
Categories  of  records  in  the  system:  Correspondence  file 
Authority  for  maintenance  of  the  system:  S  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Contact  with  individual 
companies  for  scheduling  and  coordination. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders 
Retrievability:  Name 
Safeguards:  Safes 

Retention  and  disposal:  Maintained  as  long  as  activity  is  going  on, 
then  burned. 

System  manager(s)  and  address:  Air  Operations/Oceanographic  Of¬ 
ficer 

Notification  procedure:  Refer  to  sysmanager 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Department  of  Interior  files. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00161.5314 

System  name:  Faculty  'Activity  Record  -  Report  of  Teaching  and 
Professional  Activities 

System  location:  U.  S.  Naval  Academy,  Annapolis,  Maryland  21402 
Categories  of  individuals  covered  by  the  system:  Military  and 
Civilian  Faculty 


Categories  of  records  in  the  system:  Faculty  Activity  Record  Form 
(Locally  produced) 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Basic  source  of 
background  information  needed  for  annual  reports  (HEW),  statistical 
data  (DOD),  public  relations,  civilian  faculty  performance,  pay, 
promotion,  and  tenure  matters.  Especially  important  when  determin¬ 
ing  manning  levels  based  on  workload. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Archives 

Retrievability:  Name  and  Department 

Safeguards:  Forms  are  stored  in  Archives;  access  controlled  by 
Archivist. 

Retention  and  disposal:  Five  years;  then  destroyed  by  Archivist. 
System  manager(s)  and  address:  Academic  Dean,  U.  S.  Naval 
Academy,  Annapolis,  Maryland  21402 
Notification  procedure:  Individual  submits  own  form. 

Record  access  procedures:  Rules  for  access  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual  submitting  form. 
System&exempted  from  certain  provisions  of  the  act:  None 
.  N00164  01 

System  name:  Employee  Explosives  Certification  Program 
System  location:  Commanding  Officer  Naval  Ammunition  Depot 
Crane,  Indiana  47522 

Categories  of  individuals  covered  by  the  system:  All  personnel  in¬ 
volved  in  the  process  or  evolutions  of  explosives  operations 
Categories  of  records  in  the  system:  Individual  certifying  document 
and  combined  register  of  all  employees  certified 
Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  record  the  names  of  all 
employees  and  their  qualifications  to  work  in  certain  categories  of 
explosives  operations 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folder,  punched  cards 
Retrievability:  SSN,  Name 
Safeguards:  Personnel  escort  required 

Retention  and  disposal:  Permanent,  unless  employee  terminates  or 
is  no  longer  involved  in  explosives  processes.  Document  returned  to 
employee’s  department  for  routine  disposal  after  deletion  from  pro¬ 
gram 

System  manager(s)  and  address:  Safety  Director  NAD  Crane,  Indi¬ 
ana 

Notification  procedure:  Individuals  may  inspect  personnel  certifying 
document  at-  Building  S,  Safety  Department,  NAD  Crane  or  inspect 
department  register  within  Own  department.  Requesters  must  be 
escorted  and  provide  identification  for  inspection  of  their  personnel 
records 

Record  access  procedures:  The  agency  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager 
Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager 
Record  source  categories:  Personnel  files,  previous  supervisors 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N00173  DEC  10- ADPBUD 
System  name:  ADP  Budget 

System  location:  Director  Naval  Research  Laboratory  Washington, 
D.C.  20375 

Categories  of  individuals  covered  by  the  system:  Employees  and 
former  employees  of  the  Naval  Research  Laboratory  who  by  the 
definitions  contained  in  SECNAVINST  5218.1  A  of  15  Feb  1973  are 
reportable  for  purposes  of  Resource  Accounting  in  Data  Processing 
related  activities. 
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Categories  of  records  in  the  system:  Contains  name,  pay  number, 
grade,  step,  salary  related  data,  man-years  of  effort  (either  actual  or 
projected)  salary  related  data  and  changes  in  pay  status  (either  actual 
or  projected)  which  would  affect  salary  costs. 

Authority  for  maintenance  of  the  system:  SUSC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Data  is  used  by  managers 
of  computer  oriented  organizations  to  formulate  Budgets  for  inclu¬ 
sion  in  the  Automatic  Data  Processing  Program  Reporting  System  - 
Resource  Accounting  (Dept,  of  the  Navy). 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  svtem: 

Storage:  File  Folders  and  magnetic  disc 
Retrievability:  Pay  number. 

Safeguards:  Locked  cabinets,  personnel  screening,  (need  to  know) 
visitor  controls,  computer  systems  software  including  password  pro¬ 
tection. 

Retention  and  disposal:  Routinely  discarded  after  three  years. 

System  manager(s)  and  address:  ADP  Coordinator.  Code  4014 
Director,  Naval  Research  Laboratory,  Washington,  D.  C.  20375 
Notification  procedure:  A  written  request  to  the  SYSMANAGER  at 
the  above  address  providing  the  individual's  full  name,  current  ad¬ 
dress  and  telephone  numbers,  dates  of  employment,  organization 
code(s)  and  pertinent  occupational  series  code.  Determination  of 
record  may  be  made  in  the  Research  Program  Office,  Computation 
Center,  or  Office  of  Comptroller.  A  drivers  license  or  other  recog¬ 
nized  form  of  identification  bearing  the  individuals  signature  and  cur¬ 
rent  address  will  be  required  of  visitors. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Personnel  records 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N 00173  1200-3 

System  name:  Author  Publication  Index 
System  location:  Director  Naval  Research  Laboratory  Washington, 

D.  C.  20375 

Categories  of  individuals  covered  by  the  system:  NRL  personnel 
who  are  authors  of  technical  papers 
Categories  of  records  in  the  system:  Name  of  author /co-author;  title 
of  paper;  author's  work  assignment  (e.g.  Space  Sciences  Division); 
journal  submitted  or  meeting  to  be  presented  (e.g.  1F.EE  Symposium 
or  Scientific  American);  release  approval  number;  whether  the  infor¬ 
mation  has  or  has  not  been  incorporated  into  an  official  NRL  Report. 
Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Authors  and  their  super¬ 
visors;  Patent  Counsel,  library  personnel.  P.I.O.  personnel.  CMCB. 
No  other  users. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  5-part  blank  set.  Key  -  authors  name 

Retrievability:  By  author's  name 

Safeguards:  File  is  in  a  room  locked  after  hours. 

Retention  and  disposal:  Retained  as  permanent  historical  record; 
not  sent  to  Records  Center  or  disposed  of. 

System  manager(s)  and  address:  Classified  Material  Control  Officer 
Naval  Research  Laboratory  Washington,  D.  C.  20375 
Notification  procedure:  Letter  to  System  Manager  at  above  address 
providing  full  name,  Social  Security  Number  and  affiliation,  or  per¬ 
sonal  visit  to  NRL  Classified  Material  Control  Office.  NRL  pass 
required. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  NRL  Authors 

Systems  exempted  from  certain  provisions  of  the  act:  None 


N00173  1200-5 

System  name:  Listing  of  Personnel  -  Sensitive  Compartmented  Infor¬ 
mation 

System  location:  Director.  Naval  Research  Laboratory.  Washing¬ 
ton.  D.  C.  20375 

Categories  of  individuals  covered  by  the  system:  Individuals  indoc¬ 
trinated  for  access  to  compartmented  information. 

Categories  of  records  in  the  system:  Name,  affiliation,  billet  descrip¬ 
tion.  clearances  authorized,  clearances  held.  rank.  Social  Security 
Number,  Background  Investigation  date,  date  of  birth,  place  of  birth, 
date  of  marriage,  place  of  marriage. 

Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  determine 
authorization  for  access  to  compartmented  information.  Internal 
users  are  Branch  Heads.  Division  Superintendents.  Director  and  As¬ 
sociate  Directors  of  Research  and  Special  Security  Office. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  Tape 

Retrievability:  Name.  Social  Security  Number,  affiliation,  assigned  - 
billet  number 

Safeguards:  Three  combination  security  container  and/or  vault. 
Retention  and  disposal:  Records  maintained  as  long  as  individual 
authorized  access;  changed  as  changes  occur. 

Magnetic  tape  erased  as  required. 

System  manageris)  and  address:  Special  Security  Officer.  Naval 
Research  Laboratory.  Washington.  D.  C.  20375 
Notification  procedure:  Letter  to  System  Manager  at  above  address 
giving  full  name.  Social  Security  Number,  and  affiliation,  or  visit  to 
NRL  Special  Security  Office  with  NRL  pass  as  identification 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  All  information  obtained  from  individuals 
and  indoctrination  documents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00175  03004 

System  name:  Staff  Judge  Advocate’s  Memorandum  File 
System  location:  Commandant.  FOURTH  Naval  District 
Naval  Base 

Philadelphia,  Pa.  19112 

Categories  of  individuals  covered  by  the  system:  Any  Naval  or 
Marine  Corps  personnel  facing  disciplinary  or  administrative  action 
requiring  the  personal  attention  of  Commandant.  FOURTH  Naval 
District. 

Categories  of  records  in  the  system:  Memoranda  of  Staff  Judge  Ad¬ 
vocate,  FOURTH  Naval  District 
Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  (1)  To  provide  Comman¬ 
dant.  FOURTH  Naval  District  with  legal  opinions  of  Staff  Judge  Ad¬ 
vocate  on  disciplinary  and  administrative  matters. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Filing  folders 
Retrievability:  Name  and  date  of  advice 

Safeguards:  During  working  hours  under  custody  of  Legalman. 
During  non-working  hours,  building  secured  by  Base  Police. 

Retention  and  disposal:  Indefinite 

System  managerfs)  and  address:  Staff  Judge  Advocate.  FOURTH 
Naval  District 
Naval  Base 

Philadelphia.  Pa.  19112 

Notification  procedure:  Write  letter  to  Systems  Manager  at  above 
address  which  includes  (1)  name  and  address  of  requestor.  (2)  milita¬ 
ry  status  of  requestor,  (3)  social  security  number  of  requestor,  (4) 
subject  matter  of  request. 

In  case  of  personal  visit,  the  requestor  must  provide  (1)  military 
identification  card,  or  (2)  social  security  card.  The  office  is  located  at 
Room  103,  Building  6,  Naval  Base,  Philadelphia,  Pa. 
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Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  Systems  Manager 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  Systems  Manager. 

Record  source  categories:  Staff  Judge  Advocate’s  opinions 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00238103PRS. 

System  name:  NAD  Hawthorne  police  records  system  (NADHPRS). 

System  location:  Naval  Ammunition  Depot,  Hawthorne  NV 

Categories  of  individuals  covered  by  the  system:  A.  All  persons  who 
have  committed  crimes  and  offenses.  B.  All  persons  suspected  of 
crimes  or  offenses.  C.  All  victims  of  crimes  and  offenses.  D.  All  wit¬ 
nesses  to  crimes  and  offenses.  E.  All  persons  contacted  during  field 
interviews  because  of  proximity  to  a  crime  of  offense,  resemblance 
to  suspects,  or  possission  of  property  or  instruments  similar  to  those 
involved  in  a  crime  or  offense.  F.  Juveniles  involved  in  offenses 
peculiar  to  non-adults.  G.  Persons  involved  in  proposed  and  actual 
adverse  personnel  actions  that  require  police  services  for  accomplish¬ 
ment.  H.  Persons  who  have  requested  police  services. 

Categories  of  records  in  the  system:  A.  Police  offense  report  log  and 
police  offense  report  files  pertaining  to  crimes,  offenses,  incidents 
and  miscellaneous  police  services  along  with  police  investigative  re¬ 
ports  pertaining  to  police  offense  reports.  B.  Alpha  index  of  offen¬ 
ders  and  suspects  involved  in  crimes  and  offenses.  Index  is  in  two 
sections:  adult  &  juvenile.  C.  Stolen,  lost,  found  or  damaged  proper¬ 
ty  index  filed  by  item  category.  D.  Criminal  technique  index  filed 
first  by  type  of  crime  and  then  by  major  technique  identified.  E. 
Field  interview  index  containing  record  card  reports  on  field  inter¬ 
views  with  persons  contacted  because  of  proximity  to  a  crime  or  of¬ 
fense,  resemblance  to  suspects,  or  possession  of  property  or  instru¬ 
ments  similar  to  those  involved  in  a  crime  or  offense.  Kept  separate 
from  the  alpha  index  of  offenders  and  suspects.  F.  Chronological  log 
of  police  actys  first  by  date  and  then  by  24  hr  clock  time.  A  brief 
notation  is  entered  for  each  significant  police  event  or  response.  G. 
The  police  officers  daily  activity  log  is  kept  by  each  uniformed  police 
officer/supervisor.  It  contains  a  chronological  record  of  each  in¬ 
dividuals  activities  during  one  work  shift.  H.  Abandoned  or  inopera¬ 
tive  vehicle  file.  Provides  a  record  of  actions  taken  to  have  owners 
of  abandoned  or  inoperative  privately  owned  vehicles  remove  or 
repair  vehicles  on  NAD  Hawthorne  property.  I.  Police  intelligence 
files.  A  systematic  record  noting  informers  and  information  provided 
from  informers,  official  ajgencies  and  other  sources  about  crimes  and 
other  offenses  past,  ongoing  or  future. 

Authority  for  maintenance  of  the  system:  5  USC  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  A.  Uses  (1)  Investigation 
of  criminal  and  non  criminal  offenses  and  incidents  occuring  on  NAD 
Hawthorne  or  committed  by  or  against  persons  associated  with  NAD 
Hawthorne.  (2)  Prosecution,  dismissal,  administrative  action  or  ju¬ 
risdictional  referral  of  all  offenses  committed  by  persons  in  or  under 
NAD  Hawthorne  jurisdiction.  (3)  Police  intelligence  targeted  on 
criminal  offenses  both  in  being  or  seriously  contemplated  by  persons 
in  or  under  NAD  Hawthorne  jurisdiction  or  to  be  committed  within 
or  against  NAD  Hawthorne  property,  personnel,  employees,  re¬ 
sidents  or  guests.  (4)  Development  of  patrol  procedures  and  crime 
prevention  programs  keyed  to  actual  field  requirements.  (S)  Statistical 
figures  on  police  work  methods  and  procedures,  vehicle  accidents, 
property  losses  (government  and  private),  and  patterns  of  criminal 
activities.  (6)  Data  for  insurance  loss  claims  and  claims  for  losses  by 
and  against  the  government  in  those  cases  involving  injury,  property 
and  vehicle  losses.  B.  Users  (1)  Investigations  and  intelligence  (A) 
Criminal:  NADH  security  department.  Naval  Investigative  Service, 
Federal  Bureau  of  Investigation,  Drug  Enforcement  Agency,  various 
miscellaneous  Federal  agency  investigators.  Mineral  County  Sheriffs 
Office,  State  of  Nevada  law  enforcement  agencies  and  all  other  state 
and  local  law  enforcement  agencies  (to  a  limited  degree).  (2)  Prosecu¬ 
tion  and  other  judicial  actions:U.S.  Navy,  Marine  Corps  and  Air 
Force  authorities  at  NAD  Hawthorne  or  other  locations.  Mineral 
County  District  Attorney,  Mineral  County  Justice  Courts 
(Hawthorne,  Mina  and  Schurz),  District  Courts  at  the  State  and 
Federal  levels,  the  NAD  Hawthorne  Civilian  Personnel  Office,  the 
NAD  Hawthorne  Security  Department  and  the  U.S.  Attorneys  Of¬ 
fice.  (3)  Police  intelligence:  NADH  Security  Department,  NADH 
command  personnel.  Naval  Investigative  Service,  FBI,  Mineral 
County  Sheriffs  Office  and  other  Nevada  and  Federal  law  enforce¬ 
ment  agencies  (only  when  essential).  (4)  Patrol  and  crime  prevention: 
NADH  Security  Department  and  Mineral  County  Sheriffs  Depart¬ 
ment.  (5)  Statistics:  NADH  Security  Department,  NADH  command 


personnel  and  Mineral  County  Sheriffs  Office.  (6)  Losses  and 
claims:individuals,  insurance  companies,  law  firms,  NADH  Safety 
Department,  NADH  Security  Department,  NADH  command  person¬ 
nel,  administrative  and  judge  advocate  General  investigators  and 
legal  personnel,  Federal  U.S.  Attorney's  Office  and  Federal,  State, 
and  local  civil  and  criminal  courts.  (7)  Adverse  personnel  actions:  all 
NADH  departments  and  nonappropriated  fund  activities,  U.S.  Civil 
Service  Commission  activities,  the  Federal  court  system,  unions,  and 
employee  associations.  (8)  Abandoned  or  inoperative  vehicles.  NAD 
Hawthorne  Security  Department  and  Comptroller. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  (1)  Files:  kept  in  file  folders.  (2)  Indexes:  kept  in  5  x  8 
card  storage  trays.  (3)  Logs:  kept  in  bound  logbooks  and  file  folders. 
(4)  Statistics:  plotted  on  wall  grid  map  and  in  graphs  and  reports  kept 
in  file  folders. 

Retrievability:  (1)  Files:  by  offense  report  number  from  indexes  or 
the  offense  report  log.  (2)  Indexes:  by  name,  type  of  crime,  or  pro¬ 
perty  category.  (3)  Logs:  chronological. 

Safeguards:  Files  area  limited  to  Security  Department  personnel, 
locked  file  cabinet  for  offense  reports,  and  access  limited  on  a  need 
to  know  basis  to  security  personnel  and  military  authorities  and  other 
official  judicial  and  law  enforcement  agencies  who  can  demonstrate 
an  actual  need  for  specific  information. 

Retention  and  disposal:  Records  are  maintained  permanently  within 
the  Security  Department. 

System  manager^)  and  address:  A.  Overall  policy  official:  Com¬ 
manding  Officer  NAD  Hawthorne  Hawthorne,  NV  89415  B.  Police 
record  system  holder:  Security  Officer  NAD  Hawthorne  Hawthorne, 
NV  89415 

Notification  procedure:  Individuals  desiring  a  determination  of 
whether  or  not  the  NAD  Hawthorne  police  record  system  contains 
records  pertaining  to  them  may  come  in  person  to  the  Security  Of¬ 
fice,  Building  15,  NAD  Hawthorne,  Hawthorne,  NV  89415.  A 
requestor  must  indicate  his  full  name,  social  security  account 
number,  military  status,  sex,  date  and  place  of  birth,  and  present 
street  address.  Proof  of  the  above  information  must  be  presented  by 
exhibition  of  a  birth  certificate  (or  english  translation  certified  by  a 
notary  public)  and  an  official  identification  document(s),  i.e.,  a  valid 
military  i.d.  card,  state  driver’s  license,  or  resident  alien  identifica¬ 
tion  card. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  A.  Police  offense  reports:  all  possible 
legal  sources,  business  establishments,  private  security  and  investiga¬ 
tors  law  enforcement  agencies  and  personnel  crime  laboratory  analy¬ 
sis  reports,  technical  experts  of  all  types  and  expertise,  police  per¬ 
sonnel,  bystanders,  victims,  offenders,  witnesses,  suspects, 
churches,  neighbors,  schools,  informers,  former  and  current  em¬ 
ployers  other  governmental  agencies  of  all  types  and  levels,  physical 
evidence,  photography  (technical  and  operational)  surveillance, 
legally  authorized  wire  and  electronic  eavesdropping,  associates, 
other  police  files,  indexes,  records  and  logs.  Charitable  /non-profit 
organizations,  sound  recordings,  encyclopedias  and  other  reference 
publications,  telephone  indexes  and  (when  legally  feasible)  records. 
Real  estate  records,  utility  and  postal  records  and  information  (when 
legally  authorized).  Historical  archives,  resulting  from  crime  offense, 
and  incident  investigations.  B.  Alpha  index:  initial  name  card  for 
each  individual  generated  from  a  police  offense  report.  Subsequent 
entries  taken  from  later  police  reports  and  inter-departmental  files.  C. 
Stolen,  lost,  found,  or  damaged  property  inde 

x:  police  daily  log  and  police  offense  reports.  D.  Criminal 
technique  index:  police  offense  reports  interdepartmental  file, 
and  police  intelligence  file.  E.  Field  interview  index:  field 
contacts  by  police  officers  and  supervisors  with  persons 
reasonably  believed  to  be  connected  or  associated  with  a 
crime,  offense,  or  incident.  F.  Chronological  log:  field 
operations  and  police  and  guard  assignment  training,  and 
administrative  actions.  G.  Police  officer’s  daily  activity  log: 
field  activities  and  actions  by  the  individual  police  officer.  H. 
Abondoned  or  inoperative  vehicles  file:  vehicle  owners, 
neighbors,  police  patrol,  and  fire  department  reports.  I.  Police 
intelligence  file:  business  establishments,  private  security  and 
investigative  agencies,  law  enforcement  agencies  and 
personnel,  crime  laboratory  analysis  reports,  technical  experts 
of  all  types  and  expertise,  police  personnel,  bystanders, 
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victims,  offenders,  witnesses,  suspects,  churches,  neighbors, 
schools,  informers,  former  and  current  employers,  other 
govcrrnmcntal  agencies  of  all  types  and  levels,  physical 
evidence,  photography  (technical  and  operational)  surveillance, 
legally  authorized  wire  and  electronic  eavesdropping, 
associates,  other  police  files,  indexes,  records  and  logs. 

Chari  table /non-prof  it  organizations,  sound  recordings, 
encyclopedias  and  other  reference  publications,  telephone 
indexes  and  (when  legally  feasible)  records.  Real  estate 
records,  utility  and  postal  records  and  information  (when 
legally  authorized).  Historical  archives. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k).  as  applicable 
For  additional  information  contact  the  System  Manager. 

N 00250  CHk/DEBT-LlST 

System  name:  Bad  Checks  and  Indebtedness  Fists 

System  location:  Commanding  Officer.  Navy  Resale  System  Office. 
Vd  Ave.  and  2^th  St..  Brooklyn.  NY  1 1232  (for  all  Navy  Exchanges) 
Commissary  Store  operations  as  listed  in  the  directory  of  Department 
of  the  Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system:  Patrons  of  Navy 
exchanges  and  Commissary  Stores  who  have  passed  checks  which 
have  proven  bad;  recruits  who  have  open  accounts  wth  Navy 
exchanges:  patrons  who  have  made  C.O.D.  mail  order  transactions 
and  those  patrons  who  make  authorized  charge  or  credit  purchases 
where  their  accounts  arc  maintained  on  the  basis  of  an  identifying 
particular  such  as  name,  social  security  number  or  service  number. 

Categories  of  records  in  the  system:  Bad  Check  System  (including: 
Returned  Check  Ledger;  Returned  Check  Report;  copies  of  returned 
checks:  bank  advice  relative  to  the  returned  check  or  checks:  cor¬ 
respondence  relative  to  attempt  by  the  Navy  exchange  or  Commissa¬ 
ry  Store  to  locate  the  patron  and/or  obtain  payment:  a  printed  report 
of  names  of  those  persons  who  have  not  made  full  restitution 
promptly,  or  who  have  had  two  or  more  checks  returned  through 
their  own  fault  or  negligence)  Accounts  Receivable  Ledger,  detailed 
by  patron:  COD  Sales  Ledger: 

Authoritv  fur  maintenance  of  the  system:  5  USC  301  and  10  USC 

503 1 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  bad  check  system  is 
used  to  record  receipt  of  bad  checks  from  patrons;  to  monitor  and 
avoid  undue  losses  because  of  continued  passing  of  bad  checks.  This 
system  also  contains  information  regarding  the  correspondence  is¬ 
sued  in  an  effort  to  recover  losses.  A  bad  check  list  is  locally  and 
centrally.  This  information  is  issued  to  all  cashiers,  exchange  and 
commissary  officers.  The  Accounts  Receivable  ledgers  are  used  to 
properly  record  credit  sales  and  the  payment  of  these  accounts. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  media  in  which  these  records  are  maintained  vary, 
but  include:  magnetic  tape:  printed  reports;  file  folders;  file  cards; 

Kctrievability:  Name  and  social  security  number 

Safeguards:  Locked  file  cabinets;  supervised  office  spaces:  super¬ 
vised  computer  tape  library  which  is  accessable  only  through  the 
computer  center  (entry  to  the  computer  center  is  controlled  by  a 
combination  lock  known  by  authorized  personnel  only). 

Retention  and  disposal:  Navy  exchange  records  retention  standards 
arc  contained  in  the  'Disposal  of  Navy  and  Marine  Corps  Records, 
Part  II.  chapters  4  and  5  and/or  the  Navy  Exchange  Manual. 

System  manager(s)  and  address:  Policy  Official 
Commanding  Officer 
Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn.  NY  11232 

Record  Holder 

Director.  Controller  Division  (FM) 

Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn.  NY  1 1232 

Notification  procedure:  Written  contact  may  be  made  by  addressing 
inquiries  to: 

Director.  Controller  Division  (FM) 

Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn.  NY  11232 

In  the  initial  inquiry  the  requester  must  provide  full  name,  social 
security  number,  activity  where  they  had  their  dealings.  A  list  of 


other  offices  the  requester  may  visit  will  be  provided  after  initial 
contact  is  made  at  the  office  listed  above.  At  the  time  of  a  personal 
visit,  requesters  must  provide  the  following  proof  of  identity  :  Name, 
date  of  birth,  place  of  birth,  father's  first  name,  mother's  maiden 
name. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  The  individual:  the  bank  involved  and  the 
activity  sales  records. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N 00 250  IR-PKRS-RECORI) 

System  name:  Industrial  Relations  Personnel  Records 

System  location:  Commanding  Officer.  Navy  Resale  System  Office. 
3rd  Avenue  and  29th  Street.  Brooklyn.  NY  1  1232  (for  all  Navy 
Exchanges)  Commissary  Stores  operations  as  listed  in  the  directory 
of  Department  of  the  Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system:  Civilian  Employees, 
former  civilian  employees  and  applicants  for  employment  with  the 
Navy  Resale  System  Office  and  Navy  exchanges  located  worldwide. 

Categories  of  records  in  the  system:  Personnel  jackets  (including: 
Personnel  Information  Questionnaire:  Personnel  Action:  Certificate 
of  Medical  Examination:  Indoctrination  Checklist:  Designation  of 
beneficiary:  death  benefit:  completed  leave  records:  report  of  ac¬ 
cident;  cash  register  overage/shortage  records:  notice  of  excessive 
absence  and  tardiness,  and  warnings:  report  of  hearings  and  recom¬ 
mendations  relative  to  employee  grievances:  report  of  all  disciplinary 
action:  Certified  record  of  court  attendance:  Certified  copy  of 
completed  military  orders  for  any  annual  duty  tours  with  recognized 
reserve  organizations:  Employee  job  description:  Examination  papers 
and  tests,  if  any:  Evidence  of  date  of  birth,  where  required:  Security 
Investigation  Data,  where  required:  Official  work  performance  rat¬ 
ing:  Official  letters  of  recommendations;  Designation  of  Beneficiary 
for  Unpaid  Compensation:  Reference  check  records;  applicant  files: 
tuition  assistance  records:  grievance/appeal  records:  employee 
profiles;  personnel  security  information  (including:  National  Agency 
Checks  and  Naval  Investigative  Service  reports):  Travel  requests, 
travel  allowance  and  claims  record:  Transportation  Agreements:  em¬ 
ployee  affidavit;  Priviledge  Card  Application  and  listing: 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Retention  of  forms  neces¬ 
sary  to  properly  record  the  employment  history  of  each  employee, 
reflecting  performance  of  employees  which  may  be  used  by  selecting 
officials  in  choosing  employees  for  promotion  or  transfer:  for  verifi¬ 
cation  of  employment:  to  provide  a  record  of  travel  performed  and 
verification  that  the  employee  received  proper  remuneration  for  the 
travel  performeded:  to  insure  employees  receive  timely  consideration 
in  the  processing  of  work  appraisals  and  salary  increases: 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  media  in  which  these  records  are  maintained  vary, 
but  include:  file  folders:  magnetic  tapes:  punch  cards;  rolodex  files; 
cardcx  files;  ledgers:  and  printed  reports. 

Retrievability:  Name  and/or  social  security  number;  employee  job 
number:  employee  payroll  number. 

Safeguards:  Locked  file  cabinets:  safes;  locked  offices  which  are 
supervised  by  appropriate  personnel,  when  open:  supervised  com¬ 
puter  tape  library  which  is  accessible  only  through  the  Computer 
Center  (entry  to  computer  center  is  controlled  by  a  combination  lock 
known  by  authorized  personnel  only);  security  guards. 

Retention  and  disposal:  Current  employee  records  remain  on  file  at 
the  appropriate  personnel  offices:  records  on  former  employees  are 
retained  for  one  year  and  then  forwarded  to  the  Federal  Records 
Center.  St.  Louis.  Mo.  for  retention  of  permanent  papers  and 
destruction  of  temporary  papers,  applicant  files  are  retained  for  one 
year,  except  that  applications  from  those  over  40  years  old  are 
retained  for  two  years.  Navy  exchange  records  retention  standards 
are  contained  in  the  'Disposal  of  Navy  and  Marine  Corps  Records. 
Pail  II.  Chapters  4  and  5.'  and  for  the  Navy  Exchange  Manual. 

System  manager(s)  and  address:  Policy  Official 
Commanding  Officer 
Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn.  NY  11232 
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Record  Holder 

Manager,  Recruitment  and  Employment  (R3) 

Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn,  NY  11232 

Individual  record  holders  within  the  central  system  may  be  con¬ 
tacted  through  the  central  system  record  holder. 

Notification  procedure:  Written  contact  may  be  made  by  addressing 
inquiries  to: 

Manager,  Recruitment  and  Employment  (IR3) 

Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn,  NY  11232 

In  initial  inquiry,  the  requester  must  provide  full  name,  social 
security  number,  activity  where  last  employed  or  where  last  applica¬ 
tion  for  employment  was  filed.  A  list  of  other  offices  the  requester 
may  visit  will  be  provided  after  initial  contact  is  made  at  the  office 
listed  above.  At  the  time  of  a  personal  visit,  requester  must  provide 
the  following  proof  of  identity:  Name,  date  of  birth,  place  of  birth, 
father's  first  name  and  mother's  maiden  name. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager 
Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  The  employee;  former  employers;  educa¬ 
tional  institutions;  supe visors  of  employees;  applicants;  applicants 
previous  employers;  Naval  Investigative  Service;  Federal  Bureau  of 
Investigation. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N00250  LAYAWAYS 
System  name:  Layaway  Sales  Records 
System  location:  Commanding  Officer,  Navy  Resale  System  Office, 
3rd  Avenue  and  29th  Street,  Brooklyn,  NY  11232  (for  all  Navy 
exchanges) 

Categories  of  individuals  covered  by  the  system:  Patrons  of  Navy 
exchanges  who  buy  goods  on  a  layaway 
Categories  of  records  in  the  system:  Layaway  Tickets  and  layaway 
patron  lists 

Authority  for  maintenance  of  the  system:  5USC301  and  10USC5031 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  record  the  selection  of 
layaway  merchandise,  record  payments,  verify  merchandise  pick-up 
and  perform  sales  audit. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  media  in  which  these  records  are  maintained  vary, 
but  include:  Layaway  tickets  and  layaway  patron  lists 
Retrievability:  Name,  address,  service  number  or  exchange  permit 
number 

Safeguards:  Locked  file  cabinets,  supervised  records  space 
Retention  and  disposal:  Destroyed  after  two  years  per  Navy 
Exchange  Manual 

System  manager(s)  and  address:  Policy  Official 
Commanding  Officer 
Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn,  NY  11232 
Record  Holder 

Director,  Controller  Division  (FM) 

Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn,  NY  11232 

Individual  record  holders  within  the  central  system  may  be  con¬ 
tacted  through  the  central  system  record  holder. 

Notification  procedure:  Written  contact  may  be  made  by  addressing 
inquiries  to: 

Director,  Controller  Division  (FM) 

Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn,  NY  11232 

In  the  initial  inquiry,  the  requester  must  provide  full  name,  social 
security  number,  activity  where  layaway  sales  were  transacted.  A  list 
of  other  offices  the  requester  may  visit  will  be  provided  after  initial 


contact  at  the  office  listed  above.  All  the  time  of  a  personal  visit, 
requesters  must  provide  the  following  proof  of  identity:  Name,  date 
of  birth,  place  of  birth,  father's  first  name,  mother’s  maiden  name. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting  and 
appealing  initial  determinations  by  the  individual  concerned  may  be 
obtained  from  the  system  manager. 

Record  source  categories:  The  individual 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00250  MILITARY -MISY S 

System  name:  Resale  System  Military  Management  Information 
System 

System  location:  Commanding  Officer  Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street  Brooklyn,  NY  11232 

Categories  of  individuals  covered  by  the  system:  Present  and  past 
military  officer  and  key  enlisted  personnel  assigned  to  the  Navy 
Resale  System. 

Categories  of  records  in  the  system:  Management  Information 
System  (including:  Name;  rank  or  rate;  social  security  number; 
designation  date  of  rank;  date  reported;  rotation  date;  educational 
level;  lineal  number;  dependency  status)  Card  file  on  officers  as¬ 
signed  (including:  dates  in  Navy  Resale  System;  promotion  status;  lo¬ 
cation  of  assignments)  Correspondence  folder  with  Officer  and  senior 
enlisted  personnel  (containing:  preference  of  assignment;  biographical 
information;  and  orders) 

Authority  for  maintenance  of  the  system:  5USC301  and  10USC5031 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  recom¬ 
mended  replacements  for  Key  Military  personnel;  to  recommend  ac¬ 
tions  to  the  Officer,  Personnel  Division,  Navy  Systems  Command;  to 
keep  a  record  of  orders  and  pertinent  correspondence  with  individual 
personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  media  in  which  these  records  are  maintained  vary, 
but  include:  Magnetic  tape;  printed  reports;  card  files  and  file  fol¬ 
ders. 

Retrievability:  Name;  service  number;  social  security  number 

Safeguards:  Locked  file  cabinets;  locked  archives;  supervised  of¬ 
fice  spaces  and  supervised  computer  tape  library  which  is  accessable 
only  through  the  computer  center  (entry  to  computer  center  is  con¬ 
trolled  by  a  combination  lock  known  by  authorized  personnel  only). 

Retention  and  disposal:  Navy  exchange  records  retention  standards 
are  contained  in  the  'Disposal  of  Navy  and  Marine  Corps  Records, 
Part  II  Chapters  4  and  5  and/or  the  Navy  Exchange  Manual. 

System  manager(s)  and  address:  Policy  Official 
Commanding  Officer 
Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn.  NY  11232 

Record  Holder 

Director,  Military  Personnel  (MP) 

Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn,  NY  11232 

Notification  procedure:  Written  contact  may  be  made  by  addressing 
inquiries  to: 

Director,  Military  Personnel  (MP) 

Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn,  NY  11232 

In  the  initial  inquiry,  the  requester  must  provide  full  name,  social 
security  number  or  service  number.  At  the  time  of  a  personal  visit, 
the  requester  must  provide  the  following  proof  of  identity:  Name; 
date  of  birth;  place  of  birth;  father’s  full  name  and  mother’s  maiden 
name. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contestng 
contents  and  appealing  initial  determinations  by  the  individual  con- 
cemed'may  be  obtained  from  the  system  manager. 

Record  source  categories:  U.S.  Navy  Manpower  Information 
System;  the  Bureau  of  Personnel  Navy);  the  individual;  the  in¬ 
dividual’s  superior  officer. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
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N 00250  PAY &BENEFITS 

System  name:  Payroll  and  Employee  Benefits  Records 

System  location:  Commanding  Officer,  Navy  Resale  System  Office, 
3rd  Ave.  and  29th  St.,  Brooklyn,  NY  11232  (for  all  Navy  Exchanges) 
Commissory  Store  Operations  as  listed  in  the  directory  of  Depart¬ 
ment  of  the  Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system:  Civilian  employees 
and  former  civilian  employees  with  the  Navy  Resale  System  Office 
and  Navy  exchanges  located  world-wide,  (payroll  and  benefits  infor¬ 
mation)  Civilian  employees  and  former  civilian  employees  of  Coast 
Guard  exchanges,  clubs  and  messes  and  US  Navy  civilian  employees 
and  former  civilian  employees  of  Special  Services  and  BUPERS 
clubs  and  messes.  (Benefits  information  only). 

Categories  of  records  in  the  system:  Distribution  reports;  tax  re¬ 
ports;  leave  accrual  reports;  earnings  records  cards,  payroll  registers; 
insurance  records  and  reports  regarding  property  damage ,  personal 
injury  or  death,  group  life,  disability,  medical  and  retirement  plan; 
payroll  savings  authorization;  record  of  payroll  savings;  overtime 
authorization;  Treasury  Department  tax  withholding  exemption  cer¬ 
tificate. 

Authority  for  maintenance  of  the  system:  S  USC  301  and  10  USC 

5031 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  calculate  pay;  prepare 
checks  for  distribution;  prepare  deduction  registers;  leave  records;  to 
submit  federal  and  state  tax  reports;  to  record  contributions  to 
benefit  plans;  to  pfbcess  all  insurance  claims;  to  provide  information 
as  required  to  the  insurance  carriers  and  U.S.  Department  of  Labor, 
Bureau  of  Employees  Compensation;  to  calculate  retirement  benefits 
upon  request  of  employees; 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  media  in  which  these  records  are  maintained  vary, 
but  include:  Magnetic  tape  files;  card  files,  file  folders;  ledgers;  and 
printed  reports. 

Retrievability:  Name  and/or  social  security  number;  employee  job 
number;  employee  payroll  number. 

Safeguards:  Locked  file  cabinets;  safes;  locked  offices  which  are 
supervised  by  appropriate  personnel,  when  open;  security  guards;  su¬ 
pervised  computer  tape  library  which  is  accessable  only  through  the 
computer  center  (entry  to  computer  center  is  controlled  by  a  com¬ 
bination  lock  known  by  authorized  personnel  only). 

Retention  and  disposal:  Navy  exchange  records  retention  standards 
are  contained  in  the  ’Disposal  of  Navy  and  Marine  Corps  Records, 
Part  II,  Chapters  4  and  5.’  and/or  the  Navy  Exchange  Manual. 

System  manager(s)  and  address:  Policy  Official 
Commanding  Officer 
Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn,  NY  11232 

Record  Holder 

Manager,  Recruitment  and  Employment 
Navy  Resale  System  Office 
3rd  Ave  and  29th  St 
Brooklyn,  NY  11232 

Individual  record  holders  within  the  central  system  may  be  con¬ 
tacted  through  the  central  system  record  holder. 

Notification  procedure:  Written  contact  may  be  made  by  addressing 
inquiries  to: 

Manager,  Recruitment  and  Employment  (IR3) 

Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn,  NY  11232 

In  the  initial  inquiry  the  requester  must  provide  full  name,  social 
security  number,  activity  where  last  employed.  A  list  of  other  offices 
the  requester  may  visit  will  be  provided  after  initial  contact  is  made 
at  the  office  listed  above.  At  the  time  of  a  personal  visit,  requesters 
must  provide  the  following  proof  of  identity:  Name,  date  of  birth, 
place  of  birth,  father’s  first  name  and  mother’s  maiden  name. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  The  employee  of  former  employee; 
payroll  department;  the  employee’s  supervisor  and  the  employee’s 
physician  or  insurance  carrier’s  physician. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 


N00250NAVLODGE  RECORD 
System  name:  Navy  Lodge  Records 
System  location:  Commanding  Officer,  Navy  Resale  System  Office, 
3rd  Ave.  and  29th  St.,  Brooklyn,  NY  11232  (for  all  Navy  Exchanges) 
Categories  of  individuals  covered  by  the  system:  Patrons  and  guests 
authorized  lodging  at  a  Navy  exchange  Navy  Lodge.  - 

Categories  of  records  in  the  system:  Reservation  Request;  Guest  Re¬ 
gistration  Card;  Navy  Lodge  Guest  Folio;  Equipment  Rental  Lists 
Authority  for  maintenance  of  the  system:  5  USC  301  and  10  USC 
5031 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  A  record  of  reservations 
to  insure  orderly  room  assignment  and  avoid  improper  booking; 
record  registration  and  payment  of  account;  verify  proper  usage  by 
eligible  patrons;  cash  control;  gathering  of  occupancy  data;  determine 
occupancy  breakdown;  rental  and  furnishings  accountability. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  media  in  which  these  records  are  maintained  vary, 
but  include:  folio  card;  ledger;  Guest  Registration  Cards;  and  local 
copies  and  reports  of  central  system  reports. 

Retrievability:  Name;  service  number;  social  security  number 
Safeguards:  Supervised  offices;  locked  files 

Retention  and  disposal:  Navy  exchange  records  retention  standards 
are  contained  in  the  ’Disposal  of  Navy  and  Marine  Corps  Records, 
Part  II,  chapters  4  and  5  and  the  Navy  Exchange  Manual.  Local 
reservation  request  forms  are  destroyed  1  month  after  the  actual  date 
of  check-in. 

System  manager! s)  and  address:  Policy  Official 
Commanding  Officer 
Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn,  NY  11232 
Record  Holder 

Manager,  Personalized  Services  (SM6) 

Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn,  NY  11232 

Individual  record  holders  within  the  central  system  may  be  con¬ 
tacted  through  the  central  system  record  holder. 

Notification  procedure:  Written  contact  may  be  made  by  addressing 
inquiries  to: 

Manager,  Personalized  Services  (SM6) 

Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn,  NY  11232 

In  the  initial  inquiry  the  requester  must  provide  full  name,  social 
security  number,  service  number  and  location  of  the  last  Navy  Lodge 
where  they  had  dealings.  A  list  of  other  offices  the  requester  may 
visit  will  be  provided  after  initial  contact  is  made  with  the  office 
listed  above.  At  the  time  of  a  personal  visit,  requesters  must  provide 
the  following  proof  of  identity:  Name;  date  of  birth;  place  of  birth; 
father’s  first  name  and  mother’s  maiden  name. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  The  individual  patron  and  the  charges  he 
or  she  incurred  during  a  visit  at  the  Navy  Lodge. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00251  007 

System  name:  Legal  Office  Litigation/Correspondence  Files 
System  location:  Commander,  Puget  Sound  Naval  Shipyard,  Bre¬ 
merton,  WA  98314 

Categories  of  individuals  covered  by  the  system:  Criminal  and  civil 
plaintiffs/defendants  involved  in  litigation  against  or  involving  Puget 
Sound  Naval  Shipyard 

Categories  of  records  in  the  system:  Statements,  affidavits,  cor¬ 
respondence,  briefs,  petitions,  court  records  involving  litigation  and 
related  matters 

Authority  for  maintenance  of  the  system:  Title  28,  USC;  Executive 
Order  10561;  5  USC  301;  10  USC  801-940 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Preparation  of  correspon¬ 
dence,  litigation  material 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  cabinets 

Retrievability:  Case  citation,  name  of  individual 
Safeguards:  Locked  in  executive  spaces 

Retention  and  disposal:  Most  are  retained  permanently,  others 
disposed  of  in  accordance  with  Defense  Disposal  Manual 
System  manager(s)  and  address:  Commander,  Puget  Sound  Naval 
Shipyard,  Bremerton,  WA  98314,  or  Legal  Officer  (Code  107),  Puget 
Sound  Naval  Shipyard 

Notification  procedure:  Direct  inquiry  to  SYSMANAGER,  provid¬ 
ing  name,  rank/rate/shop  or  badge  number  and  social  security 
number 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager 
Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager 

Record  source  categories:  Court  records,  personal  interviews  and 
statements,  departmental  records,  Sc~:te  and  Federal  records,  police 
reports  and  complaints,  general  correspondence 
Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N 00251  065 

System  name:  Maintenance  of  Housing  Unit 
System  location:  Commander,  Puget  Sound  Naval  Shipyard,  Bre¬ 
merton,  WA  98314 

Categories  of  individuals  covered  by  the  system:  Military  personnel 
living  in  military  housing  under  Puget  Sound  Naval  Shipyard  cog¬ 
nizance  (Jackson  Park,  Brem  Annex,  Shipyard,  Olalla) 

Categories  of  records  in  the  system:  Maintenance  performed;  name; 
rank/rate;  service  number;  number  of  dependents;  period  of  occupy¬ 
ing  housing  unit 

Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Periodic  and  emergency 
work  completed  and  record  of  occupancy  of  housing  units 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  cabinet 
Retrievability:  Unit  Number 

Safeguards:  Locked  in  office  space,  (Building  433,  Puget  Sound 
Naval  Shipyard 

Retention  and  disposal:  Five  years 

System  manager(s)  and  address:  Commander,  Puget  Sound  Naval 
Shipyard,  Bremerton,  WA  98314  and  Public  Works  Department, 
Code  402.4 

Notification  procedure:  Direct  inquiry  to  SYSMANAGER,  provid¬ 
ing  unit  number  to  Housing  Office,  Puget  Sound  Naval  Shipyard 
Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager 
Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager 

Record  source  categories:  Maintenance  performance  records  and 
housing  application  record 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00251  080 

System  name:  Puget  Sound  Naval  Shipyard,  Navy  Exchange  Tobacco 
Sales 

System  location:  Commander,  Puget  Sound  Naval  Shipyard,  Bre¬ 
merton,  WA  98314 

Categories  of  individuals  covered  by  the  system:  Authorized  patrons 
of  facility 

Categories  of  records  in  the  system:  Purchaser's  name,  serial 
number,  duty  station  or  home  address,  date,  item  and  quantity  of 
purchase 

Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Review  for  possibility  of 
resale 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Batch  files  by  date 

Retrievability:  Name 

Safeguards:  File  cabinet  in  locked  office 

Retention  and  disposal:  4  Months  -  disposed  through  commercial 
disposal  facilities 

System  manager(s)  and  address:  Commander,  Puget  Sound  Naval 
Shipyard,  Bremerton,  WA  98314  and  Navy  Exchange  Officer 
Notification  procedure:  Direct  inquiry  to  SYSMANAGER,  provid¬ 
ing  name  and  approximate  date  of  purchase 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Information  provided  by  the  individual. 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N 00282  OJ-LIT 

System  name:  Records  of  Litigation 
System  location:  Commandant,  Eleventh  Naval  District,  San  Diego, 
California  92132 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  filed  suit  in  Federal  or  State  court  within  Southern  California 
seeking  relief  other  than  monetary  damages 
Categories  of  records  in  the  system:  Pertinent  messages,  correspon¬ 
dence,  memoranda  and  copies  court  pleadings 
Authority  for  maintenance  of  the  system:  5  USC  301 ,  Departmental 
regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  usage  by  District 
Staff  Judge  Advocates.  Provision  of  information  to  the  Office  of  the 
Judge  Advocate  General  of  the  Navy,  the  Department  of  Justice  and 
cognizant  U.  S.  Attorney 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  Folders 

Retrievability:  Name  and  year  court  action  filed 
Safeguards:  Locked  cabinet,  locked  room,  guards  and  personnel 
screening 

Retention  and  disposal:  Retained  until  litigation  concluded  and  two 
years  thereafter  at  which  time  destroyed  by  burning 
System  manager(s)  and  address:  Assistant  Chief  of  Staff  for  Ad¬ 
ministration,  Commandant,  Eleventh  Naval  District,  San  Diego, 
California  92132 

Notification  procedure:  Written  letter  request  to  Commandant, 
Eleventh  Naval  District,  San  Diego,  California  92132. 

Full  name,  case  caption,  and  year  court  action  filed. 

District  Legal  Office,  Headquarters  Eleventh  Naval  District,  San 
Diego,  California  92132. 

Valid  military  or  Federal  employee  ID  card  or  other  legal  proof  of 
identity. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Parent  command  of  individual  filing  suit, 
U.  S.  Attorney 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N 00 344  BP  714003 

System  name:  Youth  Activities  Association  Membership  Record 
System  location:  Commanding  Officer  Naval  Air  Station  FPO  San 
Francisco,  CA  9661 1 

Categories  of  individuals  covered  by  the  system:  All  eligible  appli¬ 
cants  for  membership  in  non-appropriated  fund  recreational  activities 
for  youths 

Categories  of  records  in  the  system:  Membership  cards  (5  in.  x  7  in.) 
recording  personal  data  provided  by  individual  applicants 
Authority  for  maintenance  of  the  system:  5  USC  301,  Departmental 
Regulations 
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Routine  uses  o f  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  used  exclu¬ 
sively  by  Military  Services  Department  to  record  membership  status 
in  th  youth  association,  to  verify  the  youth’s  eligibility  for  participa¬ 
tion  in  youth  activities,  to  identify  and  aid  m  the  location  of  a 
youth’s  sponsor  in  the  event  of  emergencies,  and  to  verify  sponsor's 
agreement  to  provide  volunteer  assistance  in  furtherance  of  youth  ac¬ 
tivities 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Card  file 
Retrievabilitv:  By  sponsor’s  name 

Safeguards:  Card  file  is  in  Military  Services  Office,  marked  for  of¬ 
ficial  use  only,  office  is  locked  after  normal  working  hours 
Retention  and  disposal:  Kept  until  membership  status  terminates 
and  then  destroyed 

System  manager!  s)  and  address:  Military  Services  Officer  Naval  Air 
Station  FPO  San  Francisco,  CA  9661 1 
Notification  procedure:  Individual  inquiries  to  be  made  in  person  at 
SYSMANAGER  address  above.  Requstor  to  provide  full  name  and 
military  status:  proof  of  identity  to  be  made  by  presentation  of  mili¬ 
tary  identification  card  or  valid  driver’s  license. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Individual  applicants  provide  all  informa¬ 
tion 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00600N  A  VTIS 

System  name:  Naval  Training  Information  System 
System  location:  Naval  Education  and  Training  Command  Naval 
Air  Station  Pensacola,  FL  32508 

Categories  of  individuals  covered  by  the  system:  Prospective  stu¬ 
dents  and  students  under  instruction  at  Navy  training  activities  and 
other  associated  training  and  educational  Institutions.  Personnel  data 
required  to  support  the  automated  student  transfer  procedures.  In¬ 
structors  and  support  personnel  at  Navy  sponsored  activities.  Staff 
and  Base  Support  Personnel  at  Navy  Education  and  Training  Com¬ 
mand  and  Naval  Education  and  Training  Command  Activities.  All 
participants  present  and  past  associated  with  the  Navy  Campus  for 
Achievement. 

Categories  of  records  in  the  system:  Basic  Identification  Records 
i.e.f  Social  Security  Number,  Name,  Sex,  Date  of  Birth.  Personnel 
Records  i.e.,  Rank/Rate/Grade,  Branch  of  Service,  Billet,  Expiration 
of  Active  Obligated  Service.  Professional  Records  i.e..  Navy  Enlisted 
Classification,  Subspeciality  Codes,  Test  Scores,  Basic  Test  Battery 
Scores,  and  Navy  Advancement  Test  Scores.  Educational  Records 
i.e..  Education  Levels,  Service  and  Civilian  Schools  attended. 
Degrees,  Majors,  Personnel  assignment  data.  Course  achievement 
data.  Class  grades,  Class  standing,  and  attrition  categories.  Location 
Records  i.e.,  Duty  Stations,  Home  Addresses. 

Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Student  Performance, 
Progression  a/id  Prediction  Instructors  Performance  Organizational 
and  -Administrative  Control  Internal  Navy  Users  are  Chief  of  Naval 
Personnel,  Naval  Education  and  Training  Command  staff  personnel, 
and  Naval  Education  and  Training  Command  Activities  staff  person¬ 
nel.  Type  Commanders  Health/Science  Education  Training  Center 
Chief,  Bureau  of  Medicine  Commander.  Naval  Recruiting  Command 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  at  records  in  the  sytem: 

Storage:  Punched  Cards,  Magnetic  Tape,  Direct  Access  Storage 
Devices,  Flatpaper,  and  Microfiche. 

Retrievability:  Social  Security  Number  and  Name 
Safeguards:  Navy  Training  Information  System  is  limited  to  per¬ 
sonnel  training  associated  information.  Data  on  file  is  protected  as 
follows.  On-line  access  is  controlled  by  terminal  identification  and  a 
password  system.  Terminal  Identification  is  positive  and  maintained 
by  a  single  control  point.  Physical  access  to  terminals  is  restricted  to 
specifically  authorized  individuals.  Password  authorization,  assign¬ 
ment  and  monitoring  are  the  responsibility  of  the  functional 
managers.  Information  provided  via  batch  processing  is  of  a  predeter¬ 
mined  and  rigidly  formatted  nature.  Any  output  is  controlled  by  the 
functional  managers  who  also  control  the  distribution  of  output. 


Retention  and  disposal:  Individual  personal  data  is  retained  in 
Naval  Training  Information  System  only  for  that  period  of  time  that 
an  individual  is  assigned  to  or  is  supporting  a  training  evolution  or 
activity.  Upon  departure  of  an  individual,  personal  data  is  deleted 
from  the  active  records,  partial  history  records  are  created,  then 
maintained  a  maximum  of  three  years.  An  exception  is  the  recording 
of  professional/  educational  accomplishments  which  are  retained  and 
held  for  the  individual’s  use  such  as  transcript  information  for  educa¬ 
tional  pursuits.  This  information  is  recalled  by  personal  request  of 
the  individual. 

System  managerts)  and  address:  CAPTAIN  James  H  CHAPMAN 
(Overall  Policy  Official)  Assistant  Chief  of  Staff  for  Management 
Services  Naval  Education  and  Training  Command  Naval  Air  Station 
Pensacola,  FL  32508 

Records  Holder: 

CAPTAIN  James  A  Gillespie 
Commanding  Officer 
Naval  Education  and  Training 
Information  Systems  Activity 
Naval  Air  Station 
Pensacola,  FL  32508 

Notification  procedure:  Individuals  desiring  information  whether 
Naval  Training  Information  System  contains  records  pertaining  to 
them  should  request  that  determination  from  the  Records  Holder 
listed  under  SYSMANAGER.  The  requestor  should  provide  his  So¬ 
cial  Security  Number,  Full  Name,  and  present  status,  i.e.,  Military  or 
Civilian.  The  office  of  the  Records  Holder  listed  under 
SYSMANAGER  may  be  visited  for  this  determination  but  the 
requestor  must  present  his  Social  Security  Card  and  Military  or  Navy 
Civilian  Employment  Identification  Card. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  systems  manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  systems  manager. 

Record  source  categories:  Individuals,  Educational  Institutions, 
Chief  of  Naval  Personnel,  Naval  Education  and  Training  Command 
Activities  Staff,  Instructor  personnel,  and  Commander,  Naval 
Recruiting  Command. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N03363LEGAL  ASSIST ANC 
System  name:  Indebtedness  Correspondence  File. 

System  location:  USS  KITTY  HAWK  (CV-63) 

FPO  San  Francisco  96601 

Categories  of  individuals  covered  by  the  system:  Enlisted  personnel 
who  have  been  subject  of  letters  of  indebtedness. 

Categories  of  records  in  the  system:  Alphabetized  card  file  and  files 
of  indebtedness  correspondence  received. 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Counseling  of  personnel 
on  indebtedness  and  budget  problems.  Used  by  the  commanding  of¬ 
ficer,  executive  officer,  legal  officer,  personnel  officer,  disbursing 
officer  and  chaplain  in  formulation  of  correspondence  in  answer  to 
inquiries  by  civil  authorities  (probation  officers)  and  financial  institu¬ 
tions  concerning  indebtedness  of  personnel.  Used  as  evidence  in 
NJP/Coorts-Martial  in  determining  guilt  or  innocence  of  personnel 
charged  with  dishonorable  failure  to  pay  just  debts,  in  violation  of 
the  UCMJ  (10  USC  934).  Used  in  administrative  processing  of  per¬ 
sonnel  for  failure  to  pay  just  debts. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  Folders  and  alphabetic  card  file. 

Retrievability:  Name. 

Safeguards:  Maintained  in  locked  office  accessable  only  to 
authorized  office  staff  and  commanding  officer  or  delegate  on  de¬ 
mand. 

Retention  and  disposal:  Destroyed  upon  subject’s  transfer  from 
command  or  separation. 

System  manager(s)  and  address:  Legal  Officer,  USS  KITTY 
HAWK  (CV-63)  FPO  San  Francisco  96601 

Notification  procedure:  Present  military  ID  Card  at  the  legal  office, 
USS  KITTY  HAWK  (CV-63) 

Record  access  procedures:  The  agency’s  rule  for  access  to  records 
may  be  obtained  from  the  system  manager. 
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Contesting  record  procedures:  The  agency’s  rule  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  system  manager. 

Record  source  categories:  Messages  and  letters  from  financial  in¬ 
stitutions,  attorneys,  doctors,  landlords,  Naval  Hospital,  Welfare  De¬ 
partments,  Navy  Family  Allowance  Activity,  Red  Cross,  Navy  Relief 
Society. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N03363MIL  JUSTCE  FILE 
System  name:  Military  Justice  Case  File 
System  location:  USS  KITTY  HAWK  (CV-63) 

FPO  San  Francisco  96601 

Categories  of  individuals  covered  by  the  system:  All  personnel  who 
while  attached  to  command  have  had  charges  referred  to  either  Non- 
Judicial  Punishment  under  Article  IS,  UCMJ,  or  Summary,  Special 
or  General  Courts-Martial;  or  under  investigation  pursuant  to  Article 
32,  UCMJ;  or  who  have  been  returned  to  command  in  custody  of 
shore  patrol  or  civil  authorities  with  civil  or  military  charges  pending. 

Categories  of  records  in  the  system:  Alphabetical  case  file  of  charge 
sheets  (DD458),  convening  orders,  and  related  correspondence,  i.e., 
requests  for  counsel. 

Authority  for  maintenance  of  the  system:  S  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Commanding 
Officer,  Legal  Officer,  Discipline  Officer  and  Legal  Office  Staff,  in 
reviewing  courts-martial  cases  for  preparation  of  convening  authori¬ 
ties’  action  in  a  case.  Used  to  determine  matters  of  law  and  weight  of 
evidence  to  assist  the  convening  authority  in  his  determination  of  a 
case. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  Folders,  Log  Books,  Loose  Leaf  Binders 
Retrievability:  Name,  rate,  branch  of  service,  social  security  ac¬ 
count  number,  type  of  forum. 

Safeguards:  Maintained  in  a  locked  office  accessable  only  to 
authorized  office  staff  and  the  commanding  officer  or  delegate  on  de¬ 
mand. 

Retention  and  disposal:  Destroyed  after  three  years. 

System  manager(s)  and  address:  Legal  Officer,  USS  KITTY 
HAWK  (CV-63)  FPO  San  Francisco  96601 
Notification  procedure:  Present  military  ID  card  at  the  Legal  Of¬ 
fice,  USS  KITTY  HAWK  (CV-63) 

Record  access  procedures:  The  agency’s  rules  for  access  to  record 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Service  record  entries;  Investigative  re¬ 
ports  made  by  the  Ship’s  Criminal  Investigation  Staff,  Naval  In¬ 
vestigative  Service,  Federal  Bureau  of  Investigation,  Secret  Service, 
and  local  civil  enforcement  agencies,  reports  of  offenses  by  service 
members. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N0529A  NAVJAG  5813-1 
System  name:  Court-Martial  Case  Report 
System  location:  Chief,  Navy-Marine  Corps  Trial  Judiciary, 
Washington  Navy  Yard,  Washington,  D.C.  20374 
Categories  of  individuals  covered  by  the  system:  All  individuals  hav¬ 
ing  appeared  before  a  special  or  general  court-martial  within  the 
preceding  two  fiscal  years. 

Categories  of  records  in  the  system:  The  recording  of  the  Article 
violation  of  the  UCMJ,  the  plea,  the  finding,  the  sentence  and  other 
related  information  concerning  the  trial. 

Authority  for  maintenance  of  the  system:  5  USC  301,  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  formulate  status 
reports  provided  to  JAG  when  directed  by  him  to  do  so. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Stored  in  file  folders  by  circuit  and  fiscal  year 
Retrievability:  By  name  or  case  number 
Safeguards:  Personnel  screening,  visitor  control 


Retention  and  disposal:  Two  fiscal  years.  They  are  not  moved  to 
Record  Centers  but  are  disposed  of  after  two  fiscal  years  in  the  same 
manner  as  all  other  unclassified  material,  i.e.,  general  destruction. 
System  managers)  and  address:  Circuit  Military  Judge 
ATLANTIC  Judicial  Circuit 
Navy-Marine  Corps  Trial  Judiciary 
Washington  Navy  Yard 
Washington,  D.C.  20374 

Notification  procedure:  Write  to  address  listed  under 
SYSMANAGER.  Provide  full  name,  branch  of  service,  military 
status,  where  stationed  when  tried,  and  when  tried 
Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager 
Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager 
Record  source  categories:  Military  Judge  of  respective  individual’s 
court-martial 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N09191  POW  DEBRIEFS 

System  name:  Summary  debriefs  of  former  Prisoners  of  War. 

System  location:  Fleet  Aviation  Specialized  Operational  Training 
Group,  Pacific  Fleet,  Naval  Air  Station,  North  Island,  San  Diego, 
California  92135 

Categories  of  individuals  covered  by  the  system:  Former  Prisoners 
of  War  in  Southeast  Asia. 

Categories  of  records  in  the  system:  Synopsis  of  captivity  ex¬ 
periences  as  summarized  by  debriefers. 

Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Background  information 
on  captivity  experiences,  resistance  techniques,  and  survival  aspects 
including  indoctrination,  interrogation,  PW  organization,  communica¬ 
tions,  medical/isolation  conditions  and  facilities  for  use  in  training 
program.  Users  are  school  instructors/managers. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders. 

Retrievability:  Name. 

Safeguards:  Need  to  know  certification,  locked  room,  limited  ac¬ 
cess  building  with  visitor  control,  GSA  Approved  Security  Container. 
Retention  and  disposal:  Held  indefinitely  in  support  of  training. 
System  managers)  and  address:  Commander,  Naval  Intelligence 
Command,  Naval  Intelligence  Command  Headquarters,  2461  Eisen¬ 
hower  Avenue,  Alexandria,  Virginia  22331. 

Notification  procedure:  Commanding  Officer  of  military  personnel 
submit  visit  request  (OPNAV  Form  5521-27)  to  Commanding  Officer, 
Fleet  Aviation  Specialized  Operational  Training  Group,  Pacific  Fleet, 
Naval  Air  Station,  North  Island,  San  Diego,  California  92135. 
Civilian  personnel  submit  request  to  System  Manager. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Debriefing  sessions  with  individual  con¬ 
cerned. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N 09520  CMIS 

System  name:  Court-Martial  Index  and  Summary 
System  location:  Commander  Light  Attack  Wing,  U.  S.  Pacific 
Fleet,  Naval  Air  Station,  Lemoore,  California  93245 
Categories  of  individuals  covered  by  the  system:  Every  accused  tried 
by  court-martial  convened  by  a  subordinate  command 
Categories  of  records  in  the  system:  A  card  which  summarizes  the 
pertinent  information  from  a  record  of  trial  such  as  name,  rate, 
charges,  pleas,  findings,  sentence,  convening  and  supervisory 
authorities  actions. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Summarise  records  of  trial 
for  reviewing  officers  and  provide  an  alphabetical  index  for  locating 
filed  records. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  5’  X  7’  index  cards 

Retrievability:  Name 

Safeguards:  Maintained  in  manned  room  which  is  locked  during 
non-working  hours. 

Retention  and  disposal:  Maintained  for  five  years.  Destroyed  by 
burning. 

System  managers)  and  address:  Staff  Judge  Advocate,  Commander 
Light  Attack  Wing,  U.  S.  Pacific  Fleet,  Naval  Air  Station,  Lemoore. 
California  93245 

Notification  procedure:  Information  can  be  obtained  by  writing 
SYSMANAGER  or  visiting  his  office  and  providing  full  name.  Social 
Security  Account  Number  and  year  of  court-martial.  Military  ID  card 
or  driver’s  license  will  be  sufficient  for  visitors. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Record 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N30460(STUDENT) 

System  name:  Legal  Diary 

System  location:  Naval  Air  Technical  Training  Center,  Lakehurst. 
New  Jersey  08733 

Categories  of  individuals  covered  by  the  system:  The  Legal  Diary 
contains  chronological  summaries  of  events/dispositions  of  in¬ 
dividuals,  both  staff  and  student,  which  cause  other  than  routine  ac¬ 
tions  to  be  taken  by  the  Legal  Division  of  the  Administrative  Depart¬ 
ment,  Naval  Air  Technical  Training  Center,  Lakehurst,  New  Jersey. 

Categories  of  records  in  the  system:  The  Legal  Diary  is  composed 
of  8  1/2’  X  11  1/2’  pages  on  which  the  following  information  is 
recorded:  rate,  name  of  individual,  branch  of  service,  social  security 
number,  and  summarized  chain  of  events  and  dispositions  in  the  case 
of  the  individual  related  to  discipline  and/or  legal  assistance. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Legal  Diary  is  utilized 
to  document  legal  actions,  current  and  past,  and  aids  in  briefing  the 
Commanding  Officer,  NATTCL  with  a  view  toward  proper  disposi¬ 
tion  of  current  cases.  Past  (closed)  cases  retained  on  file  are  utilized 
for  providing  precedence  for  current  cases,  and  answering  higher 
authority  with  regard  to  inquiry  of  past  cases  handled. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  Folders 

Retrievability:  Chronological 

Safeguards:  Locked  room 

Retention  and  disposal:  Two  years 

System  manager(s)  and  address:  Legal  Assistance  Referral  Officer, 
NATTCL 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Police  Department/Court  records,  military 
security  records,  credit  organizations,  service  record  entries,  milita¬ 
ry/civilian  hospitals. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N30571  STAEMP/FININ 

System  name:  Statements  of  Employment  and  Financial  Interest 

System  location:  Organizational  elements  of  the  Department  of  the 
Navy  as  listed  in  the  directory  of  Department  of  the  Navy  activities. 

Categories  of  individuals  covered  by  the  system:  Persons  filing  DD 
1555  or  DD  1555-1 


Categories  of  records  in  the  system:  DD  1555  or  DD  1555-1  and  sup¬ 
plemental  lists  or  reports. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 

Regulations  and  E.O.  11222. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  supervisors  and  coun¬ 
selors  to  determine  whether  the  employee  has  or  may  have  a  conflict 
of  interest.  For  law  enforcement  and  investigatory  agencies,  such  as 
the  Naval  Investigative  Service.  Federal  Bureau  of  Investigation,  and 
Department  of  Justice,  to  handle  violations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders  and  card  files. 

Retrievability:  Name. 

Safeguards:  Safe  or  locked  file  cabinet  accessible  to  authorized 
personnel  only. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 
System  managers)  and  address:  Commanding  Officer  or  head  of 
the  organization  in  question.  See  directory  of  Department  of  the 
Navy  mailing  addresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual  concerned,  his  supervisor,  and 
the  counselor. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N 30640  NATTCL  1080/1 

System  name:  Students  Awaiting  Legal.  Medical  Action  Account 
System  location:  Naval  Air  Technical  Training  Center.  Lakehurst. 
New  Jersey  08733 

Categories  of  individuals  covered  by  the  system:  a.  The  student  loca¬ 
tor  card  file  contains  specific  data  on  all  student  personnel  assigned 
to  NATTCL.  whether  or  not  they  successfully  completed  training.  A 
dead  file  is  maintained  after  the  student  is  transferred. 

b.  The  'Others’  File  is  a  list  of  all  students  on  board  that  are  not 
enrolled  in  class.  Categories  include:  disciplinary,  medical,  and  ad¬ 
ministrative  (awaiting  orders,  port  calls,  passports,  humanitarian 
requests,  administrative  discharge). 

Categories  of  records  in  the  system:  a.  The  student  locator  card  file 
is  composed  of  4’  X  6'  cards  on  which  the  following  is  recorded: 
Name,  previous  command,  rate,  branch  of  service,  date  of  transfer, 
new  duty  station  and  command,  estimated  date  of  arrival,  standard 
transfer  order  number,  and  rate  upon  departure. 

b.  The  following  information  is  included  on  students  listed  in  the 
'Others’  file:  date  of  hold,  type  of  hold,  estimated  period  of  hold, 
work  assignment,  parent  command  notification,  date  re-enrolled, 
availability  submission  (used  to  notify  Chief  of  Naval  Personnel  of 
member’s  availability  for  transfer),  date  orders  or  discharge 
authorization  received,  date  transferred,  and  remarks. 

Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  a.  The  file  is  used  routine¬ 
ly  to  verify  date  of  departure:  to  determine,  in  conjunction  with  the 
next  duty  station,  if  member  is  an  unauthorized  absentee;  to  verify 
attendance  and/or  completion  of  training;  to  answer  requests  by 
parents  who  do  not  know-  the  school  or  class  which  member  is  at¬ 
tending;  for  forwarding  official  correspondence. 

b.  This  file  is  utilized  to  maintain  accountability  of  all  students  not 
enrolled  in  class  to  ensure  the  appropriate  administrative  actions  are 
completed  in  a  timely  manner  ensuring  minimum  delay  in  the  training 
pipeline.  The  file  is  utilized  daily  by  the  Student  Control  Office  and 
is  routed  periodically  to  the  Commanding  Officer  via  the  Personnel 
Officer.  Administrative  Officer,  and  Executive  Officer. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  a.  Index  card  drawer 

b.  File  Folders 

Retrievability:  a.  Name 

b.  Name,  Rate,  Social  Security  Number 

Safeguards:  a.  Locked  room 
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b.  Maintained  in  locked  room  -  accessibility  is  limited  to  the  Stu¬ 
dent  Control  Office  personnel,  Personnel  Officer,  Administrative  Of¬ 
ficer,  Legal  Officer,  Executive  Officer,  and  Commanding  Officer. 
Retention  and  disposal:  a.  Two  years 
b.  Two  years 

System  managers)  and  address:  a.  Personnel  Office  Supervisor 
b.  Personnel  Office  Supervisor 

Notification  procedure:  a.  The  file  is  available  to  members  upon 
proper  identification. 

b.  The  file  does  not  contain  information  beneficial  to  the  in¬ 
dividual;  however,  with  proper  identification  any  student  can  review 
the  form  pertaining  to  himself.  This  may  be  accomplished  by  presen¬ 
tation  of  military  I.D.  Card  to  a  responsible  petty  officer  in  the  Stu¬ 
dent  Control  Office. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  a.  Official  documents  such  as  orders,  as¬ 
signment  directives,  and  service  records. 

b.  Sources  of  information  are:  NATTCL  Schools,  Medical  Authori¬ 
ties,  Legal  Officer,  Transfer  Section  of  Personnel  Office,  Drug  Ex¬ 
emption  Officer,  NATTCL  Duty  Office. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N60258  002 

System  name:  Welfare  and  Recreation  Ticket  Selection  Program 
System  location:  Commander,  Long  Beach  Naval  Shipyard,  Long 
Beach,  CA  90801 

Categories  of  individuals  covered  by  the  system:  All  On-Board  Em¬ 
ployees  of  the  Command 

Categories  of  records  in  the  system:  Name,  Shop,  Badge,  Date  won, 
Signature 

Authority  for  maintenance  of  the  system:  S  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  award  tickets  to  em¬ 
ployees  on  a  random  basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Computer  print-outs 

Retrievability:  By  random  sequence  number  indexed  to  Name, 
Shop  and  Badge  No. 

Safeguards:  Stored  in  a  locked  cabinet  in  the  Industrial  Relations 
Department 

Retention  and  disposal:  Until  every  employee  has  been  awarded 
tickets. 

System  manager(s)  and  address:  Commander,  Long  Beach  Naval 
Shipyard,  Long  Beach,  CA  90801 

Notification  procedure:  Direct  inquiry  to  the  SYSMANAGER, 
providing  Shop,  Badge  and  Name 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Payroll  Master  File. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N60530  1 

System  name:  BIBLIOGRAPHY 
System  location:  Naval  Weapons  Center;  China  Lake,  Ca.  93SSS 
Categories  of  individuals  covered  by  the  system:  Employees  of  the 
NWC  who  have  authored  local  or  open  literature  publications  or  who 
have  been  granted  patents  or  a  notice  of  allowability  for  a  patent. 

Categories  of  records  in  the  system:  Publications  and  patents  of  ac¬ 
tivity  employees  with  a  summary  of  its  content. 

Authority  for  maintenance  of  the  system:  S  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Primary  use  is  as  a  techni¬ 
cal  reference  document  for  scientific  and  engineering  literature 
published  by  the  Naval  Weapons  Center.  Users  are  headquarters  of¬ 
ficers,  other  DOD  laboratories  in  all  three  services,  and  private  in¬ 
dustry  scientific  research  and  development  organizations. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Official,  bound  publication 

Retrievability:  Name  of  author  or  inventor,  subject  of  publication 
or  patent,  or  number  of  publication  or  patent. 

Safeguards:  Document  is  kept  in  locked,  secured  area.  Individuals 
allowed  access  based  on  showing  of  need  to  know  and  proper  securi¬ 
ty  clearance. 

Retention  and  disposal:  Indefinitely. 

System  manage r(s)  and  address:  Head,  Informatin  Department, 
Naval  Weapons  Center,  China  Lake,  California  93555. 

Notification  procedure:  Individuals  can  determine  whether  the 
system  contains  records  pertaining  to  them  by  contacting  the  system 
manager  or  visiting  that  office.  Activity  security  badge  will  constitute 
proof  of  identity. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  The  authors  listed  and  the  departments  in 
which  they  are  employed. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N60921  AUTH  GLASSES 

System  name:  Supervisor’s  Authorization  for  Issuance  of  Prescription 
Ground  Safety  Glasses 

System  location:  Safety  Department,  White  Oak  Laboratory,  Naval 
Surface  Weapons  Center  Silver  Spring,  Maryland 

Categories  of  individuals  covered  by  the  system:  For  all  personnel 
whose  work  requires  them  to  wear  eye  protection  and  who  need  cor¬ 
rective  lenses. 

Categories  of  records  in  the  system:  Request  for  issuance  of 
prescription  safety  glasses.  v 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Record  of  those  whose 
jobs  require  them  to  wear  prescription  eye  protection. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  drawer. 

Retrievability:  Name. 

Safeguards:  Locked  rooms.  Personnel  screening. 

Retention  and  disposal:  While  employed  at  the  White  Oak  Labora¬ 
tory. 

System  managerfs)  and  address:  Chief,  Safety  Department,  White 
Oak  Laboratory,  Naval  Surface  Weapons  Center,  White  Oak,  Silver 
Spring,  Maryland. 

Notification  procedure:  Chief,  Safety  Department,  White  Oak 
Laboratory,  Naval  Surface  Weapons  Center.  Name  and  Security 
identification  pass. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Present  Employer. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N60921  ISSUE  GLASSES 

System  name:  Record  of  issue;  prescription  safety  glasses 

System  location:  Safety  Department,  White  Oak  Laboratory,  Naval 
Surface  Weapons  Center,  Silver  Spring,  Maryland 

Categories  of  individuals  covered  by  the  system:  All  assigned  per¬ 
sonnel  who  are  issued  prescriptions  safety  glasses. 

Categories  of  records  in  the  system:  Receipt  of  issue  of  prescription 
ground  safety  glasses. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Record  of  government 
furnished  prescription  safety  glasses  issued. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 
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Storage:  Index  file 

Ketrievabilitv:  Name  and  date  of  issue  of  safety  glasses. 

Safeguards:  Locked  room,  personnel  screening 
Retention  and  disposal:  While  employed  at  the  White  Oak  Labora¬ 
tory 

System  managers)  and  address:  Chief.  Safety  Department  White 
Oak  Laboratory  Naval  Surface  Weapons  Center  White  Oak.  Silver 
Spring.  Maryland 

Notification  procedure:  Chief.  Safety  Department.  White  Oak 
Laboratory.  Naval  Surface  Weapons  Center.  Name  and  Security 
identification  pass. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Present  employer. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N61174  CPSBADCHECKS 
System  name:  Bad  Check  List 

System  location:  Naval  Support  Activity,  136  Flushing  Avenue. 
Brooklyn.  New  York  11251 

Categories  of  individuals  covered  by  the  system:  Individuals  having 
previously  passed  bad  checks 

Categories  of  records  in  the  system:  Listing  of  individuals. 

Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Rapid  access  to  detemine 
previous  bad  check  passes 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  cards  in  folders 
Retrievability:  Name 
Safeguards:  Locked  room 

Retention  and  disposal:  Maximum  three  years,  tom  up 
System  managers)  and  address:  Consolidated  Package  Store 
Manager.  Naval  Support  Activity,  136  Flushing  Avenue.  Brooklyn. 
New  York 

Notification  procedure:  SYSMANAGER;  Consolidated  Package 
Store  Manager  and  office;  military  identification  or  civilian  identifica¬ 
tion  containing  description  of  individual 
Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager 
Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Financial  Institution 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N61174  NAVYEXCHANGE 
System  name:  Shoplifting 

System  location:  Naval  Support  Activity,  136  Flushing  Avenue. 
Brooklyn.  New  York  11251 

Categories  of  individuals  covered  by  the  system:  Individuals  having 
previously  been  picked  up  for  shoplifting 

Categories  of  records  in  the  system:  Listing  of  individuals 
Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Rapid  access  to  determine 
shoplifters 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  Folder 
Retrievability:  Name  and  address 
Safeguards:  Locked  cabinet/office 
Retention  and  disposal:  Indefinite 

System  manager(s)  and  address:  Navy  Exchange  Officer  Naval 
Support  Activity,  136  Flushing  Avenue.  Brooklyn  New  York 
Notification  procedure:  SYSMANAGER;  full  name.  SSAN;  NEX 
Officer;  military  identification  or  civilian  identification  containing 
description  of  individual 


Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  the  system  manager 
Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  by  the  obtained  from  the  system  manager 

Record  source  categories:  Complaint  by  Exchange  Employee  . 
Systems  exempted  fnmi  certain  provisions  of  the  act:  None 
N61 174CPSLGEVOLPI  RC'H 
System  name:  Large  dollar  volume  purchasers 

System  location:  Naval  Support  Activity.  136  Flushing  Avenue. 
Brooklyn.  New  York  11251 

Categories  of  individuals  covered  by  the  system:  Individuals 
purchasing  large  dollar  volume  of  package  store  goods  during  each 
month 

Categories  of  records  in  the  system:  Records  of  individuals 
Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Determine  potential 
purchasing  abuses 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Sales  receipts 
Retrievability:  Name 
Safeguards:  Locked  room 

Retention  and  disposal:  Maximum  three  years:  torn  up 
System  manager(s)  and  address:  Consolidated  Package  Store 
Manager.  Naval  Support  Activity.  136  Flushing  Avenue.  Brooklyn. 
New  York 

Notification  procedure:  SYSMANAGER:  full  name.  Consolidated 
Package  store  Manager  and  office:  military  identification  or  civilian 
identification  containing  description  of  individual 
Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager 

Record  source  categories:  Consolidated  package  store  sales  receipts 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N61339  WA1144 

System  name:  Design  of  Training  Systems  Data  Base  -  Instructor  File 
System  location:  Commanding  Officer  Fleet  Training  Center  Nor¬ 
folk.  VA  23511 

Categories  of  individuals  covered  by  the  system:  The  system  con¬ 
tains  records  on  each  instructor  assigned  to  the  Fleet  Training 
Center.  Norfolk.  Virginia. 

Categories  of  records  in  the  system:  The  Instructor  File  contains  the 
following  information:  Instructor  Number.  Name.  Initials. 
Rate/Rating.  Assigned  Department.  Reporting  Date.  Month/  Year 
Rotation  Date.  Contact  Hours  Available. 

Authority  for  maintenance  of  the  system:  5  USC  301.  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  contained 
in  the  instructor  file  is  used  in  a  Research  and  Development  effort  to 
determine  the  feasibility  of  the  application  of  mathematical  models  at 
the  Fleet  Training  Center.  Norfolk.  Virginia  for  the  management  and 
control  of  instructor  resources.  The  internal  users  of  this  system  are 
the  Fleet  Training  Center.  Norfolk.  VA.  and  the  Training  Analysis 
and  Evaluation  Group.  Orlando.  Florida.  The  system  was  developed 
under  contract  by  the  International  Business  Machines  Corporation. 
7900  N.  Astronaut  Boulevard.  Cape  Canaveral,  Florida. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  Disc 
Retrievability:  Instructor  Number 

Safeguards:  Sign-on  procedures  on  computer  terminal  with  guarded 
password  to  prevent  unauthorized  access. 

Retention  and  disposal:  The  instructor  records  arc  maintained  to 
support  a  feasibility  study  under  a  research  and  development  con¬ 
tract.  The  contract  ends  in  September  1975  with  maintenance  of  the 
files  continued  until  1976.  If  the  results  of  the  study  prove  the  feasi¬ 
bility  of  the  approach  the  system  would  be  appropriately  modified 
and  become  operational.  Otherwise,  the  system  records  would  be  ef- 
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fectivcly  destroyed.  Records  have  been  effectively  maintained  from 
February  1975. 

System  managers)  and  address:  Policy  Official 
Director 

Training  Analysis  and  Evaluation  Group  ' 

Orlando,  Florida  32813 

Record  Holder 
Commanding  Officer 
Fleet  Training  Center 
Norfolk,  Virginia 

Notification  procedure:  Individuals  can  determine  whether  the 
system  contains  records  pertaining  to  them  by  writing  the 
SYSMANAGER  indicated,  giving  full  name,  instructor  number,  and 
service  time  attached  to  the  Fleet  Training  Center.  Norfolk,  VA  as 
an  instructor.  Personal  visits  to  the  SYSMANAGER  require  the  same 
information. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officer  Master  File  System.  Pmlislcd 
Master  File  System,  Navy  Intergratcd  Training  and  Resources  Ad¬ 
ministration  System. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N61581  LOGISTICS 

System  name:  Otsu  Prision  health  and  comfort  items 

System  location:  Commander  Fleet  Activities,  FPO  Seattle  98762 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  been  imprisoned  under  Japanese  Law  and  Jurisdiction  for  vari¬ 
ous  offenses. 

Categories  of  records  in  the  system:  Record  of  requests  for,  receipt 
of,  and  issues  to  of  individuals  imprisoned  *1  Otsu  Prison  located  in 
Yokosuka.  Japan. 

Authority  for  maintenance  of  the  system:  5  USC  301.  Departmental 
Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  for  billing  armed  ser¬ 
vices,  other  than  Navy  and  Marine  Corps  for  items  of  health  and 
comfort  issued  to  their  personnel  imprisoned.  Billing  is  prepared  in 
accordance  with  existing  intcrservice  support  agreements  (ISSAS). 
Additionally,  file  used  to  answer  complaints  in  instances  where 
prisoners  contend  they  are  not  supported  properly. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folder. 

Rctrievahility:  Alphabetically  by  surname.  New  individual  files  in¬ 
stituted  with  arrival  of  individual  in  prison.  Previous  files  retrieved  to 
semi-active  for  one  year  and  thereafter  destroyed  without  report. 

Safeguards:  Files  maintained  in  locked  file  cabinet  in  locked  office. 

Retention  and  disposal:  Destroyed  without  report  after  two  years. 

System  manager(s)  and  address:  Commander  Fleet  Activities,  FPO 
Seattle  98762 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  SYSMANAGER  listed  above  and  provide,  as  a 
minimum,  the  following  information:  rank/  rate,  full  name,  branch  of 
service,  social  security  number.  Files  maintained  in  logistics  within 
command  and  requestors  may  visit  this  office  for  review  of  their  files 
during  normal  working  hours.  Proof  of  identification  limited  to 
Armed  Forces  Identification  Cards  or  Passports. 

Record  access  procedures:  The  agency's  rule  for  access  to  record 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Prison  Officials. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N61581  MAIL  LIST 

System  name:  Mail  Order  Customer  Listing 

System  location:  Commander  Fleet  Activities.  FPO  Seattle  98762 

Categories  of  individuals  covered  by  the  system:  All  persons  order¬ 
ing  merchandise  through  U.  S.  Navy  Mail  Order  Catalog  program. 

Categories  of  records  in  the  system:  Completed  Mail  Order  Sales 
Records  (Customer’s  Order  Forms). 
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Authority  for  maintenance  of  the  system:  5  USC  301.  Departmental 
Regulations  and  Title  10.  United  States  Code.  Section  601 1. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Routine  follow-up  action 
on  status  inquires,  postal  and  insurance  claims,  and  lost  or  defective 
merchandise. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Microfilm  Cartridges 

Rctricvability:  Last  name  and  purchase  order  number 

Safeguards:  Microfilm  stored  in  locked  file  cabinets.  Only 
designated  Mail  Order  personnel  have  access  to  files  or  systems 
equipment. 

Retention  and  disposal:  One  year  from  date  of  shipment  of 
merchandise  (limit  for  claims).  Destroyed  by  burning. 

Svstem  managers)  and  address:  Commander  Fleet  Activities.  I  PO 
Seattle  98762 

Notification  procedure:  Customers  routinely  obtain  status  of  orders 
by  letter,  stating  full  name,  month  of  order,  item(s)  ordered,  and 
amount  of  remittance.  Information  may  be  obtained  by  writing  to 
Navy  Exchange  260-010.  Code  7(H).  FPO  Seattle  98762.  or  by  visiting 
the  Navy  Exchange.  Fleet  Activities.  Yokosuka.  Japan  (Mail  Order 
Branch.  Bldg.  B-39B).  Customer’s  copy  of  order  form  would  nor¬ 
mally  constitute  proof  of  legitimate  interest. 

Record  access  procedures:  The  agency’s  rule  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  determinations  by  the  individual  concerned 
may  be  obtained  from  the  system  manager. 

Record  source  categories:  Customers'  Order  Forms. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N61581  MAIL  ORDERLY 
System  name:  MAIL  ORDERLY 

System  location:  Commander  Fleet  Activities.  FPO.  Seattle  98762 

Categories  of  individuals  covered  by  the  system:  All  personnel 
designated  by  their  department  or  command  to  receive  mail  for  their 
department  or  command. 

Categories  of  records  in  the  system:  Standardized  card  showing  in¬ 
dividuals  full  name,  rank/rate,  social  security  number  and  command 
assigned.  Also  indicates  what  class  of  mail  may  be  picked  up  and  for 
what  department  or  command. 

Authority  for  maintenance  of  the  system:  5  USC  301.  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Mail  orderly  service  is  to 
provide  mail  collection,  delivery  ami  directory  service  in  commands 
which  do  not  operate  a  post  office  and  to  assist  commands  which  do 
operate  post  offices  in  the  internal  delivery  of  mail. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Card  file  box. 

Retrievability:  Alphabetically  by  departments  and  commands.  New 
files  instituted  as  each  mail  orderly  is  appointed  and  is  destroyed  by 
the  appointing  authority  on  revocation  without  report. 

Safeguards:  Files  maintained  in  a  locked  building,  and  access  is 
restricted  to  Post  Office  personnel. 

Retention  and  disposal:  Destroyed  on  revocation  without  report. 

System  manager(s)  and  address:  Commander  Fleet  Activities.  FPO. 
Seattle  98762 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  SYSMANAGER  listed  above  and  provide,  as  a 
minimum,  the  following  information:  rank/rate,  full  name,  branch  of 
service,  social  security  number  and  full  address.  Files  maintained  in 
the  Post  Office  within  the  command  and  requestors  may  visit  the  of¬ 
fice  for  review  of  their  file  during  normal  working  hours.  Proof  of 
identification  limited  to  Armed  Forces  Identification  Cards  or  Pass¬ 
ports. 

Record  access  procedures:  The  agency’s  rule  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Internal  departments. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
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N61581LODGING  ALLOW 
System  name:  Temporary  Lodging  Allowance 

System  location:  Commander  Fleet  Activities,  FPO  Seattle  98762 

Categories  of  individuals  covered  by  the  system:  Appropriated  and 
Non-appropriated  Fund  U.  S.  civilian  employees  eligible  for  al¬ 
lowance. 

Categories  of  records  in  the  system:  Employee's  name,  grade,  ad¬ 
dress,  family  names  and  amount  of  temporary  lodging  allowance. 

Authority  for  maintenance  of  the  system:  Executive  Order  Number 
10903  of  9  January  1961,  Executive  Order  Number  10970  of  27  Oc¬ 
tober  1961 ,  Executive  Order  Number  10853  of  27  November  1959, 
and  Executive  Order  Number  10982  of  25  December  1961 ,  as  imple¬ 
mented  by  State  Department  Regulation. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Civilian  Person¬ 
nel  Office  to  record  employee’s  temporary  lodging  allowance  entitle¬ 
ment.  Other  users  include  the  Disbursing  Office,  Commander  Fleet 
Activities,  FPO,  Seattle  98762,  the  Employing  Office,  and  the  U.  S. 
Department  of  State. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders. 

Retrievability:  File  folders  maintained  by  surname. 

Safeguards:  Personnel  screening  and  visitor  control. 

Retention  and  disposal:  Files  retained  for  a  period  of  two  years  and 
then  destroyed. 

System  managers)  and  address:  Commander  Fleet  Activities,  FPO, 
Seattle  98762 

Notification  procedure:  A  copy  of  temporary  lodging  allowance  is 
provided  to  each  employee. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Official  personnel  files. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE. 

N61581QUARTERS  ALLOW 
System  name:  Living  Quarters  Allowance 

System  location:  Commander  Fleet  Activities,  FPO,  Seattle  98762 

Categories  of  individuals  covered  by  the  system:  Appropriated  and 
Non-appropriated  Fund  U.S.  civilian  employees  eligible  for  al¬ 
lowance. 

Categories  of  records  in  the  system:  Employee’s  name,  grade,  ad¬ 
dress,  rent  and  utility  expenses,  Living  Quarters  Allowance,  and 
names  of  family  members. 

Authority  for  maintenance  of  the  system:  Executive  Order  Number 
10903  of  9  January  1961,  Executive  Order  Number  10970  of  27  Oc¬ 
tober  1961 ,  Executive  Order  Number  10853  of  27  November  1959, 
and  Executive  Order  Number  10982  of  25  December  1961 ,  as  imple¬ 
mented  by  State  Department  Regulation. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Civilian  Person¬ 
nel  Office  to  record  employee’s  living  quarters  allowance  entitlement. 
Other  users  include  Naval  Supply  Depot  Payroll  Office,  the  Employ¬ 
ing  Office,  and  the  U.S.  Department  of  State. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders. 

Retrievability:  File  folders  maintained  by  surname. 

Safeguards:  Personnel  screening  and  visitor  control. 

Retention  and  disposal:  Files  retained  for  a  period  of  two  years  and 
then  destroyed. 

System  manager(s)  and  address:  Commander  Fleet  Activities,  FPO, 
Seattle  98762 

Notification  procedure:  A  copy  of  living  quarters  allowance  is  pro¬ 
vided  to  each  employee. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Official  personnel  files. 


Systems  exempted  from  certain  provisions  of  the  act:  None. 

N61755-I 

System  name:  Navy  Exchange,  Guam  -  Major  Appliance  Contracts 
System  location:  Commanding  Officer  U.  S.  Naval  Station,  FPO 
San  Francisco  96630 

Categories  of  individuals  covered  by  the  system:  Customers  of  Navy 
Exchange,  Guam 

Categories  of  records  in  the  system:  Major  Appliance  Contracts 
Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Prevention/detection  of 
abuse  of  privileges 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  Cabinet,  one  locked  door 
Retrievability:  Name 

Safeguards:  File  Cabinet,  one  locked  door 
Retention  and  disposal:  Two  years 

System  manager(s)  and  address:  Navy  Exchange  Officer  U.  S. 
Naval  Station,  Guam 

Notification  procedure:  Through  SYSMGR  upon  proof  of  Identifi¬ 
cation 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER 
Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  SYSMANAGER 
Record  source  categories:  Sales  Documents 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N61755-J 

.  System  name:  Large  Sales  Slips;  Navy  Exchange,  Guam 

System  location:  Commanding  Officer  U.S.  Naval  Station  FPO  San 
Francisco  96630 

Categories  of  individuals  covered  by  the  system:  Customers 
Categories  of  records  in  the  system:  Records  of  sales  over  twenty- 
five  dollars 

Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Control  of  high  value 
merchandise 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  cabinets  in  office,  secured  at  night 
Retrievability:  Name 

Safeguards:  File  cabinets  in  office,  secured  at  night 
Retention  and  disposal:  4  Years 

System  manager! s)  and  address:  Navy  Exchange  Officer,  U.  S. 
Naval  Station,  Guam 

Notification  procedure:  Clear  with  SYSMANAGER  upon  proof  of 
identity 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER 
Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  SYSMANAGER 
Record  source  categories:  Sales  Clerks 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N61755-K 

System  name:  Claims  File,  Navy  Exchange,  Guam 
System  location:  Commanding  Officer 
U.S.  Naval  Station  FPO  San  Francisco  96630 
Categories  of  individuals  covered  by  the  system:  Customers  of  Navy 
Exchange,  Guam 

Categories  of  records  in  the  system:  Claims  and  log 
Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Processing  claims  by 
customers 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 
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Storage:  File  cabinet  in  office,  secured  at  night 
Retrievability:  Name 

Safeguards:  File  cabinet  in  office,  secured  at  night 

Retention  and  disposal:  4  years 

System  manager(s)  and  address:  Navy  Exchange  Officer,  U.  S. 
Naval  Station,  Guam 

Notification  procedure:  Clear  with  SYSMANAGER  upon  proof  of 
identity 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER 
Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  SYSMANAGER 
Record  source  categories:  Customers 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N61755-M 

System  name:  Special  Order  Record;  NF.X  Guam 
System  location:  Commanding  Officer 
U.S.  Naval  Station  FPO  San  Francisco  96630 
Categories  of  individuals  covered  by  the  system:  Customers 
Categories  of  records  in  the  system:  Deposit  and  sales  records  for 
special  order  merchandise 
Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Accounting,  delivery  of 
merchandise 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files 
Retrievability:  Name 
Safeguards:  Desk  Drawer  in  Office 
Retention  and  disposal:  4  years 

System  manager(s)  and  address:  Navy  Exchange  Officer.  U.  S. 
Naval  Station.  Guam 

Notification  procedure:  Controlled  by  General  Ledger  Clerk; 
present  proof  of  identity 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER 
Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  SYSMANAGER 
Record  source  categories:  Sales  Clerks 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N62271  A  PC  KILE 

System  name:  Academic  potential  coding. 

System  location:  Superintendent.  Naval  Postgraduate  School.  Mon¬ 
terey,  CA  93940 

Categories  of  individuals  covered  by  the  system:  U.S.  Navy  officers. 
Categories  of  records  in  the  system:  Abstract  of  academic  transcript. 
Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  abstract  academic 
transcripts  of  potential  students  in  Navy  Postgraduate  Education  Pro¬ 
gram.  Data  on  candidates  for  selection  supplied  to  Bureau  of  Naval 
Personnel  for  use  by  Selection  Board.  Data  used  for  counseling 
prospective  students 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem:. 

Storage:  File  folders  and  magnetic  tape. 

Retrievability:  Social  Security  number  and  full  name. 

Safeguards:  Locked  safes.  Access  only  through  System  Manager. 
Retention  and  disposal:  Record  retained  while  officer  is  on  active 
duty. 

System  manager(s)  and  address:  Dean  of  curricula.  Code  022.  Naval 
Postgraduate  School.  Monterey.  CA  93940 
Notification  procedure:  Records  available  through  System  Manager. 
Full  name  and  Social  Security  number  must  be  furnished  to  assure 
accurate  reference  to  file. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 


Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Academic  transcripts  supplied  by  com¬ 
missioning  source. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N62271  ARISE 

System  name:  Academic  registration  system. 

System  location:  Superintendent.  Naval  Postgraduate  School.  Mon¬ 
terey.  CA  93940 

Categories  of  individuals  covered  by  the  system:  Student  at  Naval 
Postgraduate  School. 

Categories  of  records  in  the  system:  Academic  record:  degrees 
awarded;  thesis  title. 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  academic 
transcript  on  each  student.  Current  record  provided  quarterly  to  each 
student  and  his  advisor  for  use  in  planning  future  program.  Copy  sent 
to  Chief  of  Naval  Personnel  on  detachment  of  student.  Copy  availa¬ 
ble  to  student  upon  request  at  any  later  time. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders  and  magnetic  tape. 

Retrievability:  Student  full  name. 

Safeguards:  Locked  safes  for  both  files  and  magnetic  tapes.  Access 
only  through  System  Manager. 

Retention  and  disposal:  Records  maintained  indefinitely  . 

System  manageris)  and  address:  Registrar.  Code  0221.  Naval  Post¬ 
graduate  School.  Monterey.  CA  93940 

Notification  procedure:  Records  available  through  System  Manager. 
Full  name  and  Social  Security  number  must  be  furnished  to  assure 
accurate  reference  to  file. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Student  input  for  courses  to  be  taken  and 
thesis.  Faculty  input  for  grades  earned.  Academic  Council  for 
degrees  to  be  awarded 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N62271  NPS  1 

System  name:  Automated  Student  Information  System 

System  location:  Superintendent.  Naval  Postgraduate  School .  Mon¬ 
terey.  CA  93941) 

Categories  of  individuals  covered  by  the  system:  Officers  who  are 
currently  enrolled  as  full-time  students  at  the  Naval  Postgraduate 
School 

Categories  of  records  in  the  system:  Military  Personnel  Record 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Calculation  of  length  of 
time  on  board  and  average  on  board  counts;  tickler  for  graduation 
and  detaching  dates:  locator/social  lists:  student  distribution  studies; 
distribution  of  official  material  and  publications  to  students:  deter¬ 
mination  of  promotion  eligibility  and  selection.  Internal  users  are  De¬ 
partment  and  Curricular  offices,  and  administrative/record  offices. 
External  users  are  the  Chief  of  Naval  Education  and  Training.  Bu¬ 
reau  of  Naval  Personnel  (Pers-440).  and  Headquarters  Marine  Corps 
(MMOA-3). 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Data  Cells  and  Punched  Cards 

Retrievability:  Name:  Social  Security  Number:  Rank:  Branch  of 
Service;  Country  (for  Allied  Officers):  Date  of  Rank:  Lineal 
Number:  Year  Group;  Curriculum  Number:  Curricular  Office:  Class 
Section  Number;  Degree  Expected:  Major  Specialty  Codes 
(education):  Previous  Curriculum;  Date  Reported  to  NPS:  Expected 
Graduation  Date:  Projected  Rotation  Date:  Date  of  Birth:  Religion: 
Source  of  Commission:  Home  State:  Previous  Undergraduate  and 
Graduate  Education  —  degree,  major,  year  of  graduation,  school: 
Plight  Information  for  Rated  Officers:  Whether  Single.  Female,  or 
Allied  Officer. 
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Safeguards:  Computer  systems  software  for  data  cells  and  locked 
room  for  punched  cards.  Access  by  approval  of  System  Manager. 

Retention  and  disposal:  Maintained  until  student  detaches  from  the 
command,  file  purged  of  nonhistorical  data  and  remaining  informa¬ 
tion  moved  to  a  historical  student  information  system  (reported 
separately). 

System  managers)  and  address:  Administrative  ADP  Coordinator, 
Naval  Postgraduate  School,  Code  0302,  Monterey,  CA  93940 
Notification  procedure:  Information  available  to  individual  con¬ 
cerned  by  presentation  of  Military  Identification  Card  to  System 
Manager  listed  above. 

Record  access  procedures:  The  Agency's  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Automated  Student  Information  System 
coding  sheets  filled  in  by  the  individual  students,  the  Register  of 
Navy  Officers  on  Active  Duty,  and  the  Officer  Master  File 
(Automated)  System. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N62271  NPS  2 

System  name:  Students  at  Civilian  Universities 
System  location:  Superintendent,  Naval  Postgraduate  School,  Mon¬ 
terey,  CA  93940 

Categories  of  individuals  covered  by  the  system:  U.  S.  Navy  Of¬ 
ficers  who  are  currently  enrolled  at  a  civilian  university  in  a  full¬ 
time,  fully  funded  postgraduate  program,  other  than  those  sponsored 
by  the  Bureau  of  Medicine. 

Categories  of  records  in  the  system:  Military  Personnel  Record 
Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Calculation  of  length  of 
time  of  board  and  average  on  board  counts;  tickler  for  detaching 
dates;  locator  lists;  determination  of  promotion  eligibility  and  selec¬ 
tion.  Internal  users  are  administrative/  record  offices.  External  user 
is  the  Chief  of  Naval  Education  and  Training. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Punched  cards 

Retrievability:  Name,  Social  Security  Number,  Designation, 
School,  Program,  POW-Retumee,  Curriculum  Number,  Degree  Ex¬ 
pected,  Date  Reported,  Projected  Rotation  Date,  Rank/Lineal 
Number,  Date  of  Rank. 

Safeguards:  Locked  room.  Access  by  approval  of  System  Manager. 
Retention  and  disposal:  Maintained  until  student  detaches  from  the 
university;  cards  are  then  destroyed 
System  manage r(s)  and  address:  Administrative  ADP  Coordinator, 
Naval  Postgraduate  School,  Code  0302,  Monterey,  CA  93940 
Notification  procedure:  Information  available  to  individual  con¬ 
cerned  by  presentation  of  Military  Identification  Card  to  System 
Manager  or  by  writing  System  Manager  and  furnishing  name,  rank, 
social  security  number,  designator,  and  mailing  address. 

Record  access  procedures:  The  Agency's  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Senior  Naval  Officer  assigned  to  each 
university  involved;  the  Register  of  Navy  Officers  on  Active  Duty, 
and  senior  commands. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N62271  NPS  3 

System  name:  NPS  Graduates  Historical  File 
System  location:  Superintendent,  Naval  Postgraduate  School,  Mon¬ 
terey,  CA  93940 

Categories  of  individuals  covered  by  the  system:  Graduates  of  the 
Naval  Postgraduate  School  since  June  1973 
Categories  of  records  in  the  system:  Military  Personnel  Record 
Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Student  distribution  stu¬ 
dies;  graduation/degree  data  (not  official  source).  Used  internally  by 
administrative  offices. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Data  Cells  and  magnetic  tape 

Retrievability:  Name;  Social  Security  Number;  Rank;  Branch  of 
Service;  Designator;  Country  (for  Allied  Officers);  Curriculum  Num¬ 
bers;  Final  Degree;  Major  Specialty  Codes  (Education);  Final 
Graduation  Date;  Rotation  Date;  Date  of  Birth;  Source  of  Commis¬ 
sion;  Previous  Undergraduate  and  Graduate  Education  -  degree, 
major,  year  of  graduation,  school;  Whether  Single,  Female,  or  Allied 
Officer. 

Safeguards:  Computer  Systems  software  and  locked  room.  Access 
by  approval  of  SYS  Manager. 

Retention  and  disposal:  There  are  no  plans  to  purge  or  destroy  file 
or  any  part  thereof. 

System  manage r(s)  and  address:  Administrative  ADP  Coordinator, 
Naval  Postgraduate  School,  Code  0302,  Monterey,  CA  93940 

Notification  procedure:  Information  available  to  individual  con¬ 
cerned  by  presentation  of  Military  Identification  Card  to  System 
Manager  or  by  writing  System  Manager  and  furnishing  name,  rank, 
social  security  number,  designator,  and  mailing  address. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Automated  Student  Information  System 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N62271  NPS  4 

System  name:  Support  Personnel  •  Faculty  Personnel  Billet 
Count/Billet  Cost  System 

System  location:  Superintendent,  Naval  Postgraduate  School,  Mon¬ 
terey,  CA  93940 

Categories  of  individuals  covered  by  the  system:  Support  Personnel  - 
Civilian,  and  Faculty  Personnel  •  Civilian,  employed  by  the  Naval 
Postgraduate  School 

Categories  of  records  in  the  system:  Civilian  Personnel  File 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Use  is  confined  to  internal 
report  generation  only.  Reports  provide  information  on  billet  distribu¬ 
tion/occupancy  versus  targets  set  by  a  local  position  Managers  board. 
Total  billet  cost  information  is  provided  so  that  Deans,  Provost  and 
Comptroller  can  monitor  total  dollar  cost  and  perform  necessary 
financial  planning.  Department  Chairmen  and  various  supervisors  are 
sent  copies  of  their  part  of  such  reports. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Punched  cards  and  magnetic  tapes 

Retrievability:  No  individual  records  retrieved.  Reports  generated 
from  magnetic  tapes  for  all  billets  at  some  time.  Punched  cards  serve 
as  master  deck  for  magnetic  tape  regeneration  if  necessary. 

Safeguards:  Locked  room,  locked  file  cabinet  and  punched  card 
file.  Access  by  approval  of  System  Manager. 

Retention  and  disposal:  Record  pool  is  dynamic  and  changes  daily. 
Individual  records  are  changed  magnetically  by  erasure  or  addition 
and  master  deck  by  card  addition/deletion.  Deleted  cards  are 
destroyed.  Record  pool  goes  on  from  year-to-year. 

System  manager/ s)  and  address:  Assistant  to  the  Dean  of  Programs, 
Code  52  DN,  Naval  Postgraduate  School,  Monterey,  CA  93940 

Notification  procedure:  Any  bone  fide  support  or  faculty  personnel 
can  ask  to  see  and  will  be  shown  his  individual  billet  record  by  con¬ 
tacting  the  System  Manager.  The  Naval  Postgraduate  School  identity 
card  will  suffice.  The  System  Manager  is  available  in  Rm.  220 
Spanagel  Hall  or  Rm.  M9A  in  Herrmann  Hall. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Records  maintained  by  the  Civilian  Per¬ 
sonnel  Office. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N62271  NPS  5 

System  name:  Preregistration  system 


FEDERAL  REGISTER  VOL  40,  NO.  1 60 -MONDAY,  AUGUST  IS,  1975 


DEPARTMENT  OF  DEFENSE 


35945 


System  location:  Superintendent,  Naval  Postgraduate  School,  Mon¬ 
terey,  CA  93940 

Categories  of  individuals  covered  by  the  system:  Students  currently 
enrolled  at  the  Naval  Postgraduate  School 

Categories  of  records  in  the  system:  Educational  Record 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  demand  by 
students  for  courses  to  be  supplied  by  Academic  departments  on  a 
quarterly  basis.  Listings  of  students  names  by  courses  within  depart¬ 
ments  are  used  to  obtain  projected  class  rosters  for  the  use  of  the 
Registrar’s  and  the  Scheduler’s  Offices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Punched  cards 

Retrievability:  Can  be  sorted  on  name,  degree  objective,  educa¬ 
tional  specialty  area,  graduation  date  or  combination  of  above. 

Safeguards:  Locked  room.  Access  by  approval  of  System  Manager. 

Retention  and  disposal:  Destroyed  after  one  year.  Records  are  not 
updated  after  preregistration  and  therefore  are  not  accurate  for 
historical  purposes 

System  manager(s)  and  address:  Administrative  Assistant  -  Pro¬ 
grams,  Code  0301,  Naval  Postgraduate  School,  Monterey,  CA  93940 

Notification  procedure:  Students  may  see  copies  of  their  Academic 
program  cards  or  obtain  course  preregistration  from  their  Curricular 
Officers. 

Record  access  procedures:  The  Agency's  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  for  the  System  Manager. 

Record  source  categories:  Curricular  officer  (student  specialty  ad¬ 
visor)  for  projected  student  Academic  program  and  Academic  depart¬ 
ments  for  courses  offered. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N62271  NPS  6 

System  name:  Curricular  Office  Student  Grade  Summary. 

System  location:  Superintendent,  Naval  Postgraduate  School,  Mon¬ 
terey,  CA  93940 

Categories  of  individuals  covered  by  the  system:  All  past  and  present 
students  in  the  Operations  Research/Systems  Analysis  Curriculum  at 
the  Naval  Postgraduate  School. 

Categories  of  records  in  the  system:  Military  Personnel  and 
academic  records 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Statistical  analysis  of  stu¬ 
dent  groups,  reference  listing  of  past  and  present  students  used  to 
provide  generalized  academic  performance  evaluations  in  response  to 
official  inquiries.  Internal  users  are  staff  and  faculty  of  NPS  who 
require  for  official  use. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Punched  cards. 

Retrievability:  Rank,  service,  country,  degree  received,  year 
started  program,  thesis  advisor,  section  assigned,  name. 

Safeguards:  Kept  in  locked  room  when  not  in  use.  Access  by  ap¬ 
proval  of  System  Manager. 

Retention  and  disposal:  Retained  indefinitely. 

System  manager(s)  and  address:  Curricular  Officer,  Operations 
Research/Systems  Analysis,  Naval  Postgraduate  School,  Monterey, 
CA  93940 

Notification  procedure:  Letter  to  System  Manager  giving  full  name 
and  year  of  graduation.  By  visit  to  System  Manager  and  presentation 
of  military  identification  card. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Official  military  records,  official  NPS 
records. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 


N6227I  NPS  7 

System  name:  Continuing  Education  Tutor  File 

System  location:  Superintendent,  Naval  Postgraduate  School,  Mon¬ 
terey,  CA  93940 

Categories  of  individuals  covered  by  the  system:  Active  duty  military 
officers  and  Naval  Reserve  officers  or  civilians  who  have  expressed 
in  writing  a  desire  to  volunteer  to  tutor  an  eligible  student. 

Categories  of  records  in  the  system:  Academic  data  and  military  per¬ 
sonnel  record 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  personnel  in  the 
Continuing  Education  Office  (Code  500)  to  match-up  a  tutor  with  a 
student  who  has  requested  enrollment  in  an  off-campus  self-instruc¬ 
tional  course. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem:  < 

Storage:  Records  stored  in  file  folders  and  3’x5’  data  cards. 

Retrievability:  Record  retrieval  is  by  name,  location,  and  course 
number. 

Safeguards:  Files  maintained  in  filing  cabinets  in  offices  which  are 
locked  during  hours  of  non-use. ' 

Retention  and  disposal:  Files  are  maintained  until  individual  retires 
from  service  or  indicates  his  desire  to  tutor  no  longer  exists. 

System  manager(s)  and  address:  Director,  Office  of  Continuing 
Education,  Code  500,  Naval  Postgraduate  School,  Monterey,  CA 
93940 

Notification  procedure:  Individuals  may  visit  the  NPS  Office  of 
Continuing  Education  and  by  displaying  proper  identification  can 
discuss  the  files  pertaining  to  them.  Individuals  may  also  inquire  in 
writing  via  a  signed  letter. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Completed  Request  to  Serve  as  Tutor 
form. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N62271  NPS  8 

System  name:  Curricular  Officer  Student  Training  and  Information 
Files 

System  location:  Superintendent,  Naval  Postgraduate  School,  Mon¬ 
terey,  CA  93940 

Categories  of  individuals  covered  by  the  system:  All  officers  cur¬ 
rently  and  previously  enrolled  as  full-time  students  at  the  Naval  Post¬ 
graduate  School. 

Categories  of  records  in  the  system:  Academic  and  Military  Person¬ 
nel  Records 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Guidance  and  counseling 
of  student;  preparation  of  required  reports;  to  provide  names  of 
faculty  members  who  know  the  individual  for  security  investigation 
and  job  screening  purposes;  to  allow  the  Curricular  Officer  con¬ 
cerned  to  give  generalized  evaluations  of  an  individual’s  academic 
performance  in  response  to  official  inquiries.  Used  internally  by  per¬ 
sonnel  assigned  to  the  Curricular  Offices.  The  file  on  an  individual  is 
maintained  only  in  the  particular  Curricular  Office  to  which  he  is  as¬ 
signed. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  Folders  and  Index  Cards 

Retrievability:  Name 

Safeguards:  Records  are  maintained  in  safes  or  locked  file  cabinets 
in  a  locked  room  when  not  in  use.  General  access  is  restricted  to 
Curricular  Office  staff  of  individual  concerned.  Individual  access  al¬ 
lowed  NPS  staff  and  faculty  upon  presentation  of  a  justifiable  need. 

Retention  and  disposal:  File  is  kept  indefinitely;  outdated  informa¬ 
tion  may  be  destroyed. 

System  managerfs)  and  address:  Overall  policy  official  is  Director 
of  Programs,  Code  03,  Naval  Postgraduate  School,  Monterey,  CA 
93940;  subordinate  records  holders  are  the  Curricular  Officers. 
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Notification  procedure:  Letter  to  appropriate  Curricular  Office^  giv¬ 
ing  full  name,  year  of  graduation,  and  military  status,  or  in  person  by 
presentation  of  military  identification  card. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual  concerned,  official  military 
records,  educational  institutions,  local  academic  records,  correspon¬ 
dence  files,  previous  duty  stations. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N62271  NPS  9 

System  name:  Individual  Faculty/Support  Personnel  Files 

System  location:  Superintendent,  Naval  Postgraduate  School,  Mon¬ 
terey,  CA  93940 

Categories  of  individuals  covered  by  the  system:  Present  and  past 
faculty  and  support  personnel  employed  by  the  Naval  Postgraduate 
School  and  applicants  for  positions. 

Categories  of  records  in  the  system:  Civilian  Personnel  Record 

Authority  for  maintenance  of  the  system:  S  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Determining  of  ranking, 
promotion,  tenure,  reappointment  and  evaluation.  Internal  users  are 
Department  Chairman,  Deans  and  Superintendent. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders. 

Retrievability:  Name 

Safeguards:  Safes  or  locked  filing  cabinets  which  are  in  locked 
rooms  when  not  in  use.  Access  limited  to  supervisory  personnel  who 
require  for  official  use. 

Retention  and  disposal:  Files  are  kept  indefinitely;  outdated  infor¬ 
mation  is  destroyed. 

System  managers)  and  address:  Overall  policy  official  is  Provost, 
Code  02,  Naval  Postgraduate  School,  Monterey,  CA  93940;  subor¬ 
dinate  records  holders  are  the  department  chairmen. 

Notification  procedure:  Information  available  to  individual  con¬ 
cerned  by  presentation  of  proper  identification  to  system  managers. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Previous  employer,  educational 
background,  correspondence,  peer  evaluations,  supervisory  evalua¬ 
tions  and  student  evaluations  of  teaching. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N6258S  RATION  PERMITS 

System  name:  Ration  Card,  Luxury  Permit  Record  Cards. 

System  location:  Commander,  U.S.  Naval  Activities,  United  King¬ 
dom,  Box  60,  FPO  NY  09510 

Categories  of  individuals  covered  by  the  system:  Officer,  Enlisted 
and  civilian  component  personnel 

Categories  of  records  in  the  system:  Ration  Card/Luxury  Permit  hol¬ 
ders  are  entered  on  a  5’X8’  color  coded  cards,  which  are  contained 
in  boxes  and  maintained  alphabetically.  Ration  Cards/Luxury  Permit 
are  registered  in  log,  showing  name  of  individual  and  number  of  Ra¬ 
tion  Card/Luxury  Permit  issued. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purposes  of  the  main¬ 
tenance  of  records  are  (1)  to  establish  strict  control  over  persons  en¬ 
titled  to  acquire  tax-free  ration  items;  (2)  to  ensure  entitled  personnel 
do  not  obtain  more  than  one  ration  card/luxury  permit,  and  (3)  for 
the  purposes  of  inspection  by  officers  of  Her  Majesty’s  Commis¬ 
sioners  of  Customs  and  Excise,  United  Kingdom,  with  whom  Ration 
Card  and  Luxury  Permits  program  was  originally  negotiated  by  the 
U.S.  military  authorities.  Access  to  records  is  available  to  accredited 
members  of  the  Naval  Investigative  Service  Office  upon  request. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 


Storage:  All  Ration  Card/Luxury  Permit  records  maintained  on 
5'X8’  cards  filed  and  listed  in  numerical  order  in  logs. 

Retrievability:  Name 

Safeguards:  Records  held  in  file  cabinets  in  space  maintained  by 
Enlisted  Personnel  Office  during  working  hours  and  locked  after 
working  hours. 

Retention  and  disposal:  All  records  maintained  for  duration  of  tour 
of  personnel  concerned.  Thereafter  destroyed  when  ration 
card/luxury  card  destroyed. 

System  managers)  and  address:  Commander,  U.S.  Naval  Activities, 
United  Kingdom,  Box  60,  FPO  NY  09510 

Notification  procedure:  Personnel  presenting  a  valid  military 
identification  card  or  Department  of  Defense  identification  card  at 
this  office,  can  obtain  viewing  of  all  records  pertaining  to  them¬ 
selves.  No  procedures  exist  for  providing  this  type  of  information  by 
mail,  nor  is  it  normally  required  by  individuals. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Not  applicable 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N62585PO V /GAS  RECORDS 

System  name:  Privately-owned  Tax-free  Vehicle  Record  Cards.  Tax- 
free  Gasoline  Record  Cards. 

System  location:  Commander,  U.  S.  Naval  Activities,  UK,  FPO 
NEW  YORK  09510 

Categories  of  individuals  covered  by  the  system:  Officers,  enlisted 
and  civilian  component  personnel. 

Categories  of  records  in  the  system:  Privately-owned  tax/free  vehi¬ 
cles  and  owners  are  entered  on  type-written  8’  x  5’  white  cards, 
which  are  contained  in  boxes  and  maintained  alphabetically.  Gasoline 
coupon  records  are  maintained  on  individually-completed  green  8’  x 
5’  cards  (3AF  fORM  43)  AND  FILED  ALPHABETICALLY,  i.d. 
windscreen  stickers  registered  in  log,  showing  name  of  individual  and 
sticker  number  allocated. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purposes  of  the  main¬ 
tenance  of  records  are  (1)  to  establish  strict  control  over  persons  en¬ 
titled  to  acquire  tax-free  vehicles;  (2)  to  ensure  entitled  personnel  do 
not  obtain  gasoline  coupons  in  excess  of  their  entitlement,  and  (3)  for 
purposes  of  inspection  by  officers  of  Her  Majesty’s  Commissioners 
of  Customs  and  Excise,  United  Kingdon,  with  whom  the  tax  free 
vehicle  and  gasoline  program  was  originally  negotiated  by  the  U.  S. 
military  authorities.  Access  to  records  is  available  to  accredited  mem¬ 
bers  of  the  Nava!  Investigative  Services  Office  upon  request. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  All  vehicle  and  gasoline  records  maintained  on  8’  by  5’ 
cards.  I.  D.  Stickers  listed  numerically  in  register. 

Retrievability:  Name. 

Safeguards:  Records  held  in  file  cabinets  in  space  maintained  by 
Law  Center  personnel  when  unsecured  and  locked  when  not  so 
monitored. 

Retention  and  disposal:  All  records  maintained  for  duration  of  tour 
of  personnel  concerned.  Thereafter  destroyed  when  vehicle  shipped 
out  of  the  country  or  scrapped.  Gas  coupon  records  destroyed  upon 
tum-in  of  unused  coupons  on  departure  of  personnel. 

System  managers)  and  address:  Commander,  U.  S.  Naval  Activi¬ 
ties,  UK  (Staff  Judge  Advocate) 

Notification  procedure:  Individuals  presenting  a  valid  military 
identification  card  or  Department  of  Defense  identification  at  the  Of¬ 
fice  of  the  Staff  Judge  Advocate,  U.  S.  Naval  Activities,  U.  K.,  can 
obtain  viewing  of  all  records  pertaining  to  themselves.  No  procedures 
exist  for  providing  this  type  of  information  by  mail,  nor  is  it  normally 
required  by  individuals. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Application  by  member. 
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Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N62769  02 

System  name:  Individual  Merchandise  Control  Record 

System  location:  Merchandise  Control  Offices: 

U.  S.Naval  Station,  Subic  Bay,  RP 

U.  S.Naval  Air  Station,  Cubi  Point,  RP 

U.  S.Naval  Communications  Station  Philippines,  San  Miguel,  RP 

Categories  of  individuals  covered  by  the  system:  Individual  records 
are  maintained  on  each  person  issued  a  ration  card  for  purchasing 
purposes  at  the  various  bases  in  the  Philippines. 

Categories  of  records  in  the  system:  Purchases  of  individuals  while 
attached  for  duty  and  authorized  to  buy  items  during  their  tenure  in 
the  Philippines. 

Authority  for  maintenance  of  the  system:  Military  Bases  Agreement 
and  subsequent  exchange  of  notes  between  the  Governments  of  the 
United  States  of  America  and  the  Republic  of  the  Philippines. 

Routine  uses  of  records  maintained  in  the  system,  ‘Deluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Monitoring  the  purchases 
of  individuals  to  insure  they  are  not  over  expending  their  purchase 
limitations  or  abusing  their  tax-free  privileges  afforded  them,  plus, 
identify  any  possible  blackmarketeering. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders 

Retrievability:  Name 

Safeguards:  Only  authorized  employees  allowed  access  to  files, 
locked  cabinets. 

Retention  and  disposal:  If  no  violations  during  tour  -  destroyed  im¬ 
mediately  upon  detachment;  if  minor  violations  -  destroyed  after 
three  months  of  detachment;  if  permanent  revocation  of  privileges  in¬ 
voked  -  record  kept  indefinitely. 

System  manager(s)  and  address:  Merchandise  Control  Officers, 
U.S.Naval  Station,  Subic  Bay;  U. S.Naval  Air  Station,  Cubi  Point; 
U. S.Naval  Communications  Station  Phil,  San  Miguel,  RP. 

Notification  procedure:  Individual  must  fill  out  merchandise  control 
information  form  upon  requesting  a  ration  card  be  issued.  Info  pro¬ 
vided  merchandise  control  officers.  Requester  must  provide  merchan¬ 
dise  control  officer  with  his  name,  rank/rate/GS  rating,  marital 
status,  number  of  dependents,  age  of  dependents,  name  of-  parent 
command  attached  to  in  the  Phillipines,  social  security  number,  name 
of  dependents;  individual  can  visit  merchandise  control  office  ap¬ 
plicable  to  their  command  for  record  maintenance.  Military  ID  card 
required. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Personal  data  of  individual  and  depen¬ 
dents 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N6276903 

System  name:  International  Legal  Hold  Files 

System  location:  Office  of  the  Staff  Judge  Advocate,  Commander 
U.S.  Naval  Base  Subic,  FPO  San  Francisco  96651 

Categories  of  individuals  covered  by  the  system:  Military  personnel, 
members  of  the  civilian  component  and  their  dependents  who  have 
had  criminal  charges  lodged  against  them  in  the  Philippine  judicial 
system. 

Categories  of  records  in  the  system:  Case  and  card  files  containing 
copies  of  legal  documents  received  and  filed  relative  to  the  case, 
statements,  affidavits,  handwritten  notes,  and  other  miscellaneous 
data  about  the  particular  case. 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Filipino  civilian 
attorney  representing  accused,  by  the  military  legal  advisor,  and  by 
personnel  making  reports  required  by  higher  authority. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders  and  file  cards. 

Retrievability:  Files  are  retrieved  by  name. 

Safeguards:  Only  personnel  in  international  law  department  are 
authorized  access.  Building  is  kept  locked  when  not  occupied. 


Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual 

System  manager(s)  and  address:  Staff  Judge  Advocate,  Commander 
U.S.  Naval  Base  Subic,  FPO  San  Francisco  96651 

Notification  procedure:  Requester  can  write  to  system  manager  giv¬ 
ing  name,  rate  and  service  number  or  report  to  room  202,  building 
156,  U.S.  Naval  Base,  Subic  Bay.  Military  ID  or  any  standard  ID 
showing  applicants  photo  will  be  sufficient  for  personal  visitors. 

Record  access  procedures:  The  Agency's  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Philippine  Jucidial  System,  accused,  at¬ 
torneys  representing  accused,  military  legal  advisor,  Provost 
Marshal’s  Office,  witnesses,  and  the  complainant. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N62932  COMSYSTOSHOPRE 

System  name:  Commissary  store  monetary  allowance  records 

System  location:  Officer  in  Charge 

Commissary  Store  Region,  Taipei 

Box  23  APO  San  Francisco  96263 

Categories  of  individuals  covered  by  the  system:  Active  and  selected 
retired  members  of  the  armed  forces  and  their  dependents  stationed 
in  or  visiting  Taiwan.  DOD  or  State  Department  sponsored  civilians 
and  their  dependents  working  in  or  visiting  Taiwan.  Retired  members 
of  the  armed  forces  and  their  dependents  residing  in  Taiwan  when 
specifically  authorized  by  the  governments  of  the  Republic  of  China 
and  the  United  States,  as  stipulated  in  the  status  of  forces  agreement. 

Categories  of  records  in  the  system:  Temporary  monetary  allowance 
card,  permanent  monetary  allowance  card,  armed  forces  and  depen¬ 
dents  identification  cards,  commissary  and  Navy  exchange  privilege 
cards. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  monitor  actual 
purchases  by  individual  patrons  and  comparison  with  their  monetary 
purchase  limitations.  On  occasion  and  with  proper  request  from  the 
Headquarters  Support  Activity  Provost  Marshal  Office  or  the  Naval 
Investigative  Service,  reproduction  of  these  records  are  made  and 
turned  over  to  the  agents  of  the  aforementioned  agencies  personally. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  8x10  cards 

Retrievability:  Local  commissary/navy  exchange  privilege  card 
number 

Safeguards:  During  business  hours  a  continous  watch  is  posted  on 
the  files  with  a  minimum  number  of  military  and  local  national  em¬ 
ployees  authorized  access.  During  non-working  hours  the  area  is 
locked  and  sealed.  However,  the  desk  drawer  holding  the  files  is  an 
’open  top’  type  and  does  not  have  locking  capability. 

Retention  and  disposal:  Six  months  after  members’  detachment, 
cancellation,  completion  or  expiration  of  privilege  cards. 

System  manager(s)  and  address:  Commander,  U.S.  Taiwan  Defense 
Command,  FPO  San  Francisco  96263 

Notification  procedure:  These  monetary  allowance  cards  contain  the 
following  information:  name,  total  monthly  purchase  limitations,  ac¬ 
tual  monthly  purchases  and  commissary/  navy  exchange  privilege 
card  numbers.  They  are  handed  to  patrons  upon  presentation  of 
proper  credentials  (e.g.  identification  card  and  commissary  store/navy 
exchange  privilege  card).  The  patron  surrenders  his  monetary  al¬ 
lowance  card  to  the  cash  register  operator  when  shopping  is 
completed  and  he  is  paying  for  purchases.  The  cash  register  operator 
then  enters  the  total  monetary  amount  of  purchase  made  at  that  time. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Monetary  allowance  cards  are  issued  by 
the  Area  Coordinating  Officer,  Taipei  (Commanding  Officer, 
Headquarters  Support  Activity,  Republic  of  China,  Box  25  APO  San 
Francisco  96263) 

Systems  exempted  from  certain  provisions  of  the  act:  None 
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N63042  TCDAF 

System  name:  Tenant  Command  disciplinary  action  file. 

System  location:  Commanding  Officer 
Naval  Air  Station 
Lemoore,  Ca.  93245 

Categories  of  individuals  covered  by  the  system:  Members  of  tenant 
commands  at  Naval  Air  Station,  Lemoore,  Ca.,  who  are  suspected  of 
having  violated  the  Uniform  Code  of  Military  Justice  and  who  are 
the  subject  of  investigative  reports. 

Categories  of  records  in  the  system:  Investigative  reports,  cor¬ 
respondence. 

Authority  for  maintenance  of  the  system:  5  USC  301,  Departmental 

Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  station  Judge 
Advocate  and  the  station  command  to  monitor  disciplinary  action 
being  taken  by  tenant  commands.  Made  available  to  other  military 

commands. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders 
Retrievability:  Name 

Safeguards:  Stored  in  locked  room  during  non-working  hours. 
Records  system  is  in  personal  custody  of  the  station  Judge  Advocate 
or  his  principle  assistants  during  working  hours. 

Retention  and  disposal:  Maximum  of  one  (1)  year.  Destroyed  by 

tearing. 

System  manager(s)  and  address:  Station  Judge  Advocate  Naval  Air 

Station  Lemoore,  Ca.  93245 

Notification  procedure:  Contact  Station  Judge  Advocate,  Naval  Air 
Station,  Lemoore,  Ca.  93245.  Requester  must  provide  full  name. 
Requester  can  appear  in  person  at  the  Office  of  the  Station  Judge 
Advocate,  Naval  Air  Station,  Lemoore,  Ca.  Identification  required: 
any  identification  showing  name  and  photograph  or  signature. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Law  enforcement  and  investigative  agen¬ 
cies,  military  commands. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N63110  ATJ 

System  name:  Aviation  Training  Jacket 
System  location:  The  Aviation  Training  Jacket  accompanies  the  in¬ 
dividual  student  to  each  Naval  Air  Command  as  he  progresses  in  the 
training  program.  Upon  completion  or  termination  of  training,  the 
Aviation  Training  Jacket  is  forwarded  to  the  following  command: 
Chief  of  Naval  Air  Training 
Naval  Air  Station 
Corpus  Christi,  TX,  78419 

Categories  of  individuals  covered  by  the  system:  All  naval  aviators, 
naval  flight  officers,  naval  flight  surgeons,  aviation  warrant  officers, 
and  precommissioning  training  for  aviation  maintenance  duty  and 
aviation  intelligence  officers.  This  includes  records  in  the  above 
categories  for  individuals  who  do  not  complete  prescribed  training. 

Categories  of  records  in  the  system:  Aviation  flight  training,  practi  , 
cal  and  academic  grade  scores,  including  pre-training  aviation  test 
battery  scores. 

Authority  for  maintenance  of  the  system:  5  USC  301,  DEPART¬ 
MENTAL  REGULATIONS 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Evaluation  of  individual 
training  progress  and  evaluation  of  training  systems  including  studies 
and  statistical  analysis  of  training  matters  within  the  Naval  Air  Train¬ 
ing  Command.  Summaries  of  training  provided  to  other  Naval  com¬ 
mands  where  further  training  is  required.  Academic  transcripts  pro¬ 
vided  to  educational  institutions  upon  individual  request. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders  in  metal  filing  cabinets. 

Retrievability:  Name  and  date  of  designation,  completion  or  ter¬ 
mination  of  training. 


Safeguards:  Access  is  restricted  tor  the  individual  or  those  who 
maintain  training  records  and  those  who  are  directly  involved  with 
the  individual’s  training  or  evaluation.  The  file  cabinets  containing 
the  jackets  are  in  command  areas  under  normal  military  24  hour 
security  measures. 

Retention  and  disposal:  Retained  at  the  Chief  of  Naval  Air  Training 
headquarters  for  six  months,  then  transferred  to  the  Federal  Records 
Center,  East  Point,  GA.  Retained  for  75  years  (SECNAVINST 
5212.5B). 

System  manageris)  and  address:  Chief  of  Naval  Air  Training,  Naval 
Air  Station,  Corpus  Christi,  TX  78419 

Notification  procedure:  The  individual  is  informed  that  the  Aviation 
Training  Jacket  is  being  maintained  and  has  ready  access  to  it  during 
training.  After  training,  he  can  submit  written  request  to  the  system 
manager  listed  above  and  must  provide  name,  social  security  number 
or  officer  file  number,  and  date  of  completion  or  termination  of 
training.  Personal  vistors  can  provide  proof  of  identity  by  military 
identification  card,  active  or  retired,  or  driver’s  license  and  some 
record  of  naval  service. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Prior  educational  experience,  flight 
grades,  academic  grades  supporting  flight  training,  physical  fit¬ 
ness/survival/swimming  proficiency,  aviation  physiology  training  and 
qualifications,  and  birth  certificate. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N63I10  FIST 

System  name:  Flight  Instruction  Standardization  and  Training  (FIST) 
Jacket 

System  location:  The  FIST  jacket  is  located  at  the  various  Naval 
Air  Training  Commands  where  the  individual  may  be  assigned.  The 
following  command  can  be  contacted  to  determine  the  location  of 
any  specific  command.  Chief  of  Naval  Air  Training  Naval  Air  Station 
Corpus  Christi,  TX  78419 

Categories  of  individuals  covered  by  the  system:  All  naval  aviators 
and  naval  flight  officers  assigned  to  duty  as  instructors  within  the 
Naval  Air  Training  Command. 

Categories  of  records  in  the  system:  A  record  of  flight  instruction 
standardization  and  training  required  of  naval  aviators  and  naval 
flight  officers  assigned  duty  as  instructors. 

Authority  for  maintenance  of  the  system:  5  USC  301,  Departmental 
regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Scheduling  of  training 
flights.  Qualification  and  designation  as  a  flight  instructor.  Initial 
qualification  and  re-designation  in  type  aircraft  to  instruct.  Used  by 
Commanding  Officers  and  training  personnel  of  the  command  to 
which  the  individual  is  assigned.  Administration  of  the  FIST  Pro¬ 
gram. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders  in  metal  file  cabinets. 

Retrievability:  Name,  rank,  and  social  security  number. 

Safeguards:  Access  is  restricted  to  the  individual,  his  commanding 
officer,  or  those  involved  in  maintaining  training  records.  The  file 
cabinets  containing  the  jackets  are  in  command  areas  under  normal 
military  24  hour  security  measures. 

Retention  and  disposal:  Jackets  are  retained  in  the  individual’s  com¬ 
mand  until  detachment,  at  which  time  it  is  given  to  the  individual. 

System  manager(s)  and  address:  Chief  of  Naval  Air  Training,  Naval 
Air  Station,  Corpus  Christi,  TX  78419 

Notification  procedure:  The  individual  is  informed  that  the  FIST 
jacket  is  being  maintained,  participates  in  its  development  and,  addi¬ 
tionally,  is  required  to  review  the  jacket  with  his  instructor  periodi¬ 
cally. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
content  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Academic  tests  Flight  performance 
evaluation  Check  flight  evaluation  Instructor’s  evaluation  Command 
determinations  Personal  input 
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Systems  exempted  from  certain  provisions  of  the  act:  None 
N63116  MASTER  FILE 

System  name:  Naval  Health  Research  Center  Date  File 

System  location:  Naval  Health  Research  Center,  San  Diego, 
California  92152 

Categories  of  individuals  covered  by  the  system:  Navy  and  Marine 
personnel  on  active  duty  since  1960  to  date.  Civilians  taking  part  in 
Operation  Deep  Freeze,  1964  to  date. 

Categories  of  records  in  the  system:  Extracts  of  information  from 
official  medical  and  personnel  records  as  well  as  information  dealing 
with  biographical,  attitudes,  and  questions  relating  to  health  patterns 
during  active  service. 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Users  are  military  and 
civilian  research  personnel  of  this  command.  Inquiries  arc  answered 
from  the  Bureau  of  Medicine  and  Surgery  and  The  Naval  Medical 
Research  and  Development  Command,  as  well  as  other  medical 
research  activities  in  the  Department  of  Navy  relative  to  the  types 
and  frequency  of  illnesses  in  Navy  and  Marine  Corps  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Prinicpal  medium  is  magnetic  tape  with  file  and  punch 
card  back-up  as  required. 

Retrievability:  Retrievability  is  by  Social  Security  number  or  ser¬ 
vice  number  as  appropriate  for  military  and  former  military  person¬ 
nel.  Civilians  are  by  name  only. 

Safeguards:  Access  to  Information  on  magnetic  tape  is  restricted  to 
authorized  personnel  only  by  means  of  a  password. 

Retention  and  disposal:  Since  the  information  in  this  file  is  used  to 
study  longitudinal  health  patterns,  and  as  a  basis  for  comparison  of 
changes  in  health  patterns  over  long  periods  of  time,  they  are  most 
carefully  maintained.  As  information  is  transferred  from  research 
forms  to  magnetic  tape,  those  forms  and  the  punch  cards  resulting 
from  them  are  destroyed  as  the  need  for  maintenance  of  a  back-up 
capability  no  longer  exists.  The  spaces  occupied  by  this  command  are 
in  military  compounds  with  limited  access  and  established  security 
patrols. 

System  manager(s)  and  address:  Head,  Programming  Branch,  Naval 
Health  Research  Center,  San  Diego,  California  92152. 

Notification  procedure:  Navy  and  Marine  Corps  personnel  and 
former  serving  members  must  provide  a  social  security  number  or 
service  number  as  appropriate,  give  the  branch  of  service,  and  years 
of  active  duty.  Civilians  in  Operation  Deep  Freeze  must  identify 
themselves  by  full  name  and  the  year  in  which  they  wintered  over. 

Record  access  procedures:  The  agency’s  rules  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Information  is  derived  from  (a)  Medical 
Treatment  Record  Systems,  including  medical,  dental,  health  records. 

inpatient  treatment  records  and  outpatient  treatment  records,  (b) 
Personnel  Records  System  and  Personnel  Rehabilitation  Support 
System,  (c)  Enlisted  Master  File,  (d)  information  provided  by  the 
members  themselves  on  a  volunteer  basis  in  response  to  specific 
research  questionnairs  and  forms,  and  (e)  information  provided  by 
the  members’  peers  and  superiors. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N63116  POW/MIA  FILE 
System  name:  pow/mia  captivity  studies 

System  location:  Naval  Health  Research  Center,  Center  for 
Prisoner  of  War  Studies,  San  Diego,  California  92152 

Categories  of  individuals  covered  by  the  system:  Files  are  main¬ 
tained  by  Code  on  all  military  and  civilian  returned  prisoners  of  war, 
and  on  the  families  of  military  POW/MIAs,  civilian  POWs  and  milita¬ 
ry  KIAs. 

Categories  of  records  in  the  system:  Files  consist  of  intelligence 
debriefing  material,  microfilm  and  microfiche  copies  of  medical 
records.  X-rays,  dental  and  somatotype  photographs,  newspaper 
clippings,  individual  and  family  research  questionnaires. 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Files  are  converted*  to 


group  statistics  and  are  used  for  research  into  the  effects  of  the  cap¬ 
tivity  experience  on  the  man  and  his  family  and  for  recommending 
changes  in  training  and  improved  health  care  delivery  services,  as 
well  as  for  professional  publications. 

Professional  Staff.  Center  for  Prisoner  of  War  Studies;  Research 
Staff,  Naval  Aerospace  Medical  Institute,  Pensacola.  Florida; 
Research  Staff,  Brooke  Army  Medical  Center.  San  Antonio,  Texas. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  consist  of  file  folders,  magnetic  and  video  tapes, 
key-punched  IBM  cards,  computer  tapes,  microfiche  and  microfilm. 

Retrievability:  Files  are  retrieved  by  code  number. 

Safeguards:  Files  are  .maintained  by  code  in  locked  file  cabinets 
within  a  vault  with  24-hour  sensor  security.  There  is  personal  screen¬ 
ing  of  all  visitors,  and  building  is  in  a  classified  area.  Only  profes¬ 
sional  research  personnel  with  security  clearance  are  given  access  to 
file  codes. 

Retention  and  disposal:  The  files  will  be  maintained  as  long  as  there 
is  an  ongoing  program  of  captivity  research;  with  destruction  of 
codes  when  files  are  closed. 

System  manager(s)  and  address:  Head.  Environment  Stress  Branch. 
CPWS 

Notification  procedure:  Write:  Director.  Center  for  Prisoner  of  War 
Studies,  Naval  Health  Research  Center.  San  Diego.  Ca.  92152. 
providing  full  name,  military  or  civilian  status.  POW  status,  security 
clearance,  and  service  affiliation. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System’s  manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  All  information  contained  in  files  was  ob¬ 
tained  through  personal  interviews  with  returned  POWs.  families  of 
POW/MIA/KIA/civilian  POWs,  through  intelligence  debriefings  at 
time  of  repatriation,  newspapers  and  periodicals,  and  from  materials 
supplied  by  the  Department  of  the  Army  (Office  of  the  Surgeon 
General  and  Army  Intelligence);  Department  of  the  Navy  (Bureau  of 
Medicine  and  Surgery  and  Naval  Intelligence);  and  Marine  Corps 
Headquarters. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N63285  ADMIN 
System  name:  Administrative  Files  System 

System  location:  Naval  Investigative  Service  (NIS)  Headquarters 
2461  Eisenhower  Avenue.  Alexandria,  Va.  22331 

Decentralized  Segments  -  Naval  Investigative  Service  Offices 
(NISOs)  retain  duplicate  copies  of  certain  segments  of  the  adminis¬ 
trative  files.  Addresses  of  these  offices  are  included  in  the  directory 
of  Department  of  the  Navy  mailing  list. 

Categories  of  individuals  covered  by  the  system:  Past  and  present 
civilian,  military  and  foreign  national  personnel  assigned  world-wide 
NIS. 

Categories  of  records  in  the  system:  Personnel  Management  System 
-  an  automated  management  information  and  statistical  system  con¬ 
taining  all  needed  items  of  personnel  information. 

Special  Agent  Career  Development  Files  -  a  compendium  of  Civil 
Service  Performance  Evaluation  and  Ratings  and  all  correspondence 
unique  to  the  NIS  Special  Agent,  including  annual  physical  examina¬ 
tions,  which  has  a  bearing  on  world-wide  assignability,  promotion 
and  general  career  assessment. 

Weapons  Inventory  File  -  an  automated  file  containing  the  cre¬ 
dential  number,  badge,  weapons  and  handcuffs  assigned  to  each  NIS 
criminal  investigator. 

Personnel  Security  Clearance  File  -  an  automated  file  containing 
the  classified  material  access  level  and  date  of  last  security  clearance 
for  assigned  civilian  and  military  personnel  of  NIS. 

Personnel  Utilization  Data  File  -  an  automated  file  designed  to  pro¬ 
vide  statistical  information  regarding  the  manner  by  which  available 
NIS  manhours  are  expended  in  the  execution  of  its  assigned  in¬ 
vestigative  and  counterintelligence  mission.  The  file  is  formed  by  the 
submission  (monthly)  of  individual  manhour  diaries.  All  assigned  per¬ 
sonnel  input  to  this  system;  their  manhours  are  categorized  by  func¬ 
tion. 

Freedom  of  Information  and  Privacy  Requests  File.  Records  relat¬ 
ing  to  requests  for  information  pursuant  to  the  Freedom  of  Informa¬ 
tion  Act  and  the  Privacy  Act  of  1974.  and  responses  thereto. 
Duplicate  copies  are  also  retained  by  the  Naval  Intelligence  Com¬ 
mand,  2461  Eisenhower  Avenue.  Alexandria,  Va.  22331. 
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Authority  for  maintenance  of  the  system:  S  U.S.C.  301;  Departmen¬ 
tal  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Personnel  Manage¬ 
ment  System  is  used  in  preparation  of  virtually  all  personnel  docu¬ 
ments  and  personnel  statistical  studies.  It  provides  such  information 
as  the  average  grade,  the  total  number  and  composition  of  personnel 
at  each  NIS  component  and  the  past  assignments  of  personnel.  It  is 
used  on  a  daily  basis  by  personnel  technicians  and  management  level 
personnel  in  the  formation  and  execution  of  staffing  actions  for  the 
various  NIS  components,  informal  verification  of  employee’s  tenure 
and  the  compilation  of  necessary  statistical  studies. 

Special  Agent  Career  Development  Files  -  The  information  in  these 
files  is  used  for  within-agency  decisions  regarding  reassignment, 
promotion,  career  training  and  long-range  development.  They  form 
within-agency  repository  for  both  adverse  and  favorable  documents 
regarding  Special  Agents.  The  files  have  a  long-range  fuction  -  that  of 
forming  the  basis  for  law  enforcement  retirement  service  certifica¬ 
tion.  Though  part  of  the  file  is  duplicated  in  the  Official  File  main¬ 
tained  by  the  Civilian  Personnel  Office,  the  Special  Agent  Career 
Development  file  is  considered  priviledged  information  and  its  con¬ 
tents  are  not  released  outside  NIS.  Within  NIS,  the  files  are  main¬ 
tained  and  controlled  exclusively  within  the  Career  Services  Division, 
NIS  Headquarters  and  by  assigned  personnel  to  that  Division.  The 
files  are  released  for  review  only  to  senior  management  personnel  of 
NIS. 

Weapons  Inventory  File  -  used  to  identify  and  inventory  cre¬ 
dentials,  weapons,  badges  and  handcuffs  issued  to  authorized  NIS 
personnel. 

Personnel  Security  Cleamace  File  -  used  to  informally  verify  and 
authenticate  security  clearances  issued  to  NIS  personnel.  The  file  has 
a  daily  working  purpose  of  acting  as  a  check  sheet  for  the  updating 
of  security  clearances.  It  further  is  the  file  referred  to  when  the 
director,  NIS,  is  required  to  certify  th  access  level  of  certain  as¬ 
signed  NIS  personnel  to  other  Navy  commands  as  well  as  civilian 
contractors. 

Personnel  Utilization  Data  File  -  a  statistical  file  from  which  an  in- 
depth  analyses  of  manhour  expenditures  are  surveyed.  The  file  is 
highly  automated  and  used  exclusively  within  NIS.  The  various 
analyses  drawn  from  the  file  are  used  to  modify  the  staffing  levels  at 
various  NIS  components  based  on  actual  work  level.  It  further  pro¬ 
vides  a  tool  to  NIS  management  to  gauge  the  efficiency  of  all  com¬ 
ponents  by  comparing  their  workload  with  the  amount  of  manhours 
available. 

The  records  in  this  system  are  referred,  as  appropriate  to 
authorized  governmental  units,  such  as  Office  of  Civilian  Manpower 
Management  and  Civil  Service  Commission,  making  various  person¬ 
nel  determinations,  e.g.,  retirement,  awards,  disciplinary  action;  to 
law  enforcement  personnel  conducting  criminal  or  suitability  in¬ 
vestigations;  to  DoD  components,  other  agencies  or  industrial  firms 
requiring  confirmation  of  security  clearance  level;  to  higher  authority 
for  statistical  purposes;  limited  response  to  credit  queries;  and  medi¬ 
cal  records  to  personal  physicians. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  Personnel  Management  System,  Weapons  Inventory 
File,  Personnel  Security  Clearance  File  and  the  Personnel  Utilization 
Data  File  are  stored  on  magnetic  tape  in  an  automated  system.  The 
Personnel  Management  System  is  composed  of  visible  file  cards  and 
computer  paper  printouts;  the  Personnel  Security  Clearance  File  is 
composed  of  computer  paper  printouts  and  associated  Department  of 
Defense  security  certification  documents,  the  latter  being  filed  in  in¬ 
dividual  file  folders;  the  Weapons  Inventory  File  and  the  Personnel 
Utilization  Data  File  are  composed  of  computer  paper  printouts  only. 

The  Special  Agent  Career  Development  files  are  composed  exclu¬ 
sively  of  paper  records  in  file  folders. 

Retrievability:  Information  is  accessed  and  retrieved  by  name  only 
in  the  Special  Agent  Career  Development  File.  The  Weapons  Inven¬ 
tory  File  is  queried  by  either  name  only  or  by  item  number  (i.e., 
badge,  credential,  weapon,  handcuff  serial  number). 

The  Personnel  Management  System  is  accessed  by  name  and 
SSAN;  retrieval  is  by  individual  data  characteristic  such  as  GS-grade 
level,  duty-station,  special  qualifications,  language  qualifications  or  it 
my  be  retrieved  by  name  only  or  in  conjuction  with  the  SSAN. 

The  Personnel  Utilization  Data  File  is  normally  accessed  and 
retrieved  by  location  and  functional  category  of  employment  (i.e.. 
Special  Agent,  clerical,  etc.).  The  capability  exists,  however,  to 
retrieve  by  SSAN.  The  Personnel  Security  Classificaton  File  is  a  sub¬ 
ordinate  file  to  the  Personnel  Management  System.  Accession  is  by 
name  and  SSAN.  Retrieval  is  accomplished  by  computer  paper  prin¬ 
tout  in  both  alphabetical  and  duty-station  format. 


Safeguards:  All  files  in  this  system  are  protected  by  limited,  con¬ 
trolled  access,  safes,  and  locked  cabinets  and  doors.  Futher,  visitor 
control  and  secure  computer  software  measures  (where  applicable) 
are  utilized. 

Retention  and  disposal:  Personnel  indexed  in  the  Personnel 
Management  System  and  the  Personnel  Security  Clearance  File  are 
deleted  from  the  magnetic  tape  data  storage  upon  termination  of  em¬ 
ployment.  Residual  paper  records  are  retained  from  two  to  five 
years. 

Personnel  indexed  in  the  Weapons  Inventory  File  are  deleted  at 
such  time  as  assigned  equipment  is  returned  and  accounted  for. 
Residual  paper  printouts  are  destroyed  at  least  semi-annually. 

The  Special  Agent  Career  Development  Files  are  semi-permanent 
and  are  retained,  at  least  in  essential  skeletal  fonnat,  indefinitely. 

System  managers)  and  address:  Director,  Naval  Investigative  Ser¬ 
vice,  2461  Eisenhower  Avenue,  Alexandria,  Va.  22331. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  System  Manager,  above.  Individuals  submitting 
requests  should  provide  their  full  name,  date  of  birth,  SSAN  and 
dates  of  employment  or  assignment  with  NIS. 

In  the  case  of  personal  visits,  individuals  requesting  access  to  files 
in  this  system  will  be  required  to  present  reasonable  proof  of  identity 
to  minimally  include  a  drivers’  license  or  similar  document  at  least 
one  of  which  must  bear  a  current  photograph  and  be  able  to  provide 
(orally)  some  element  of  unique  identifying  data  such  as  name  of 
spouse  or  a  past  duty-station  with  NIS. 

Record  access  procedures:  Access  to  files  in  this  system  may  be 
gained  by  written  notification  or  personal  visit  to  the  Naval  In¬ 
vestigative  Service  Headquarters  at  the  location  specified  above. 
Requests  should  be  directed  to  the  Information  and  Privacy  Coor¬ 
dinator. 

Contesting  record  procedures:  The  agency’s  rule  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  inividual  concerned  may  be  obtained  from  the  system 
manager. 

Record  source  categories:  In  the  case  of  Personnel  Management 
System  and  the  Personnel  Utilization  Data  System,  the  individual 
employee  is  the  prime  source  of  information  both  for  initial  access  to 
the  files  as  well  as  periodic  update.  The  Personnel  Security  Clearance 
File  information  is  obtained  as  a  sub-file  to  the  Personnel  Manage¬ 
ment  System.  The  information  for  the  Weapons  Inventory  File  is  ob¬ 
tained  from  personnel  charged  with  the  issuance  of  various  items  in¬ 
ventoried  therein  (with  verification  by  the  personnel  to  whom  the 
items  are  issued.) 

Information  for  the  Special  Agent  Career  Development  File  is 
recieved  from  the  individuals  supervisors,  from  various  Naval  Com¬ 
mands  and  other  Federal  and  State  agencies  with  whom  the  Special 
Agent  has  had  professional  contact  and  from  the  individual  himself. 
Also,  this  file  contains  copies  of  each  physical  examination  required 
annually  of  assigned  civilian  Special  Agents. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N63285  01 

System  name:  NIS  investigative  Files  System 

System  location:  Primary  System-NIS  Records  Management  Divi¬ 
sion  Administration  Department,  NIS  Headquarters,  Hoffman  Build¬ 
ing,  2461  Eisenhower  Ave.,  Alexadria,  Va.  22331. 

Decentralized  Segments  -  Naval  Investigative  Service  Offices 
(NISOs)  retain  copies  of  certain  segments  of  the  investigative  files, 
and  related  documentation  for  up  to  one  year.  Addresses  of  these  of¬ 
fices  are  included  in  the  directory  of  Department  of  the  Navy  mailing 
addresses.  Naval  Investigative  Service  Resident  Agencies  retain  co¬ 
pies  of  investigative  reports  during  pendency  and  for  90  days 
thereafter.  They  also  retain  evidence  custody  cards  on  persons  from 
whom  evidence  was  seized.  The  number  and  location  of  these  Re¬ 
sident  Agencies  are  subject  to  change  in  order  to  meet  the  require¬ 
ments  of  the  Department  of  the  Navy.  Current  location  may  be  ob¬ 
tained  from  Naval  Investigative  Service  Headquarters. 

Categories  of  individuals  covered  by  the  system:  Persons  in  the  fol¬ 
lowing  categories  who  require  access  to  classified  defense  informa¬ 
tion  prior  to  August  1972:  Active  and  inactive  members  of  the  naval 
service,  civilian  personnel  employed  by  the  Department  of  the  Navy 
(DoN),  industrial  and  contractor  personnel,  civilian  personnel  being 
considered  for  sensitive  positions,  boards,  conferences,  etc.,  civilian 
personnel  who  worked  or  resided  overseas,  Red  Cross  personnel. 
Civilian  and  military  personnel  accused,  suspected  or  victims  of 
felonious  type  offenses,  or  lesser  offenses  impacting  on  the  good 
order,  discipline,  morale  or  security  of  the  DoN.  Civilian  personnel 
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seeking  access  to  or  seeking  to  conduct  or  operate  any  business  or 
other  function  aboard  a  DoN  installation,  facility  or  ship.  Civilian  or 
military  personnel  involved  in  the  loss,  compromise  or  unauthorized 
disclosure  of  classified  material/information.  Civilian  and  military 
personnel  who  were  of  counterintelligence  interest  to  the  DoN. 

Categories  of  records  in  the  system:  Categories  of  records  in  the 
system:  Official  Reports  of  Investigation  (ROI)  prepared  by  NIS  or 
other  military,  federal,  state,  local  or  foreign  law  enforcement  or  in¬ 
vestigative  body  on  either  hard  copy  or  microfilm.  NIS  Information 
reports  (NIRs).  NIRs  document  information  received  by  NIS  which 
is  of  interest  to  the  naval  services  or  other  law  enforcement  or  in¬ 
vestigative  bodies.  The  information  may  be  of  criminal,  counterintel¬ 
ligence  or  general  investigative  interest. 

General  Administration  Reports  (GEN).  The  investigative  purpose 
of  the  GEN  is  to  report  the  results  of  pre-employment  inquiries  on 
applicants  for  positions  as  Special  Agents  with  NIS. 

Investigative  summaries,  memoranda  for  the  files  and  correspon¬ 
dence  relating  to  specific  cases  and  contained  in  the  individual  dossi¬ 
er. 

Polygraph  Data.  A  listing  of  persons  who  submitted  to  polygraph 
examination  by  NIS  examiners.  The  data  includes  the  examinee’s 
name,  location  and  results  of  the  examination  and  the  identity  of  the 
examiner. 

Case  Control  and  Management  documents  which  serve  as  the  basis 
for  controlling  and  guiding  the  investigative  activity. 

Records  identifying  confidential  sources  and  contacts  with  them. 

Index  to  persons  reported  by  ’Name  Only’. 

Wiretap  Data  Records.  Automated  listing  of  persons  who  were 
subjects  of  wiretapping  or  eavesdropping  operations. 

Case  Control  and  Narcotics  Data  Records.  Automated  records 
used  only  for  statistical  purposes  in  accounting  for  productivity, 
manhours  expenditures;  various  statistical  data  concerning  narcotics 
usage  and  used  solely  for  statistical  purposes. 

Modus  Operandi  Files. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301 

44  U.S.C.  3101 

47  U.S.C.  605 

Executive  Memorandum  of  26  June  1939;  Investigations  of 
espionage,  counterespionage  and  sabotage  matters. 

Executive  Order  10450;  Security  Requirements  for  Government 
employees. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  in  this 
system  is  (was)  collected  to  meet  the  investigative,  counterintel¬ 
ligence  and  security  responsibilites  of  the  DoN.  This  includes  person¬ 
nel  security,  internal  security,  criminal  and  other  law  enforcement 
matters  all  of  which  are  essential  to  the  effective  operation  of  the  de¬ 
partment. 

The  records  in  this  system  are  used  to  make  determinations  of; 
suitability  for  access  or  continued  access  to  classified  information, 
suitability  for  employment  or  assignment,  suitability  for  access  to 
military  installations  or  industrial  firms  engaged  in  government  pro¬ 
jects/contracts,  suitability  for  awards  or  similar  benefits;  referral  to 
other  law  enforcement  or  investigatory  authorities  for  law  enforce¬ 
ment  purposes;  use  in  current  law  enforcement  investigation  of  any 
type  including  applicants;  use  in  judicial  or  adjudicative  proceedings 
including  litigation  or  in  accordance  with  a  court  order;  insurance 
claims  including  workmens  compensation;  provide  protective  services 
under  the  DoD  Distinguished  Visitor  Protection  Program  and  to  assist 
the  U.S.  Secret  Service  in  meeting  its  responsibilities;  Congressional 
interest  including  the  General  Accounting  Office;  respond  to  the 
Freedom  of  Information  and  Privacy  Acts;  use  for  public  affairs  or 
publicity  purposes  such  as  wanted  persons,  etc.;  referral  of  matters 
under  their  cognizance  to  federal,  state  or  local  law  enforcement 
authorities  including  criminal  prosecution,  civil  court  action  or  regu¬ 
latory  order;  disclosure  to  federal  intelligence/counterintelligence 
agencies  of  matters  under  their  preview;  disclosure  to  foreign  govern¬ 
ment  organizations  of  criminal  and  counterintelligence  information 
necessary  for  the  prosecution  of  justice,  or  for  mutual  security  and 
protection;  advising  higher  authorities  and  naval  commands  of  impor¬ 
tant  developments  impacting  on  security,  good  order  or  discipline;  re¬ 
porting  of  statistical  data  to  naval  commands  and  higher  authority; 
disclosure  to  the  National  Archives;  use  by  other  investigative  unit 
(federal,  state  or  local)  for  whom  the  investigation  was  conducted; 
release  to  defense  counsel,  disclosure  in  course  of  acquiring  the  in¬ 
formation,  input  into  the  Defense  Central  Index  of  Investigations. 

Users  of  the  records  in  this  system  include  employees  of  the  NIS 
who  require  access  for  operational,  administrative  or  supervisory 
purposes;  DoD  criminal  investigative,  investigative  and  intelligence 
units;  federal,  state  and  local  units  engaged  in  criminal  investigative. 


investigative  and  intelligence  activities;  federal  regulatory  agencies 
with  investigative  units,  DOD  components  making  suitability  deter¬ 
minations;  federal,  state  or  local  judicial  or  adjudicative  bodies;  Con¬ 
gressional  bodies,  including  the  General  Accounting  Office  who 
require  access  within  the  scope  of  their  jurisdiction  for  those 
authorized  purposes  enumerated  above  to  the  extent  that  those  pur¬ 
poses  are  within  the  scope  of  their  authority.  Commercial  insurance 
companies  in  those  instances  in  which  they  have  a  legitimate  interest 
in  the  results  of  the  investigation,  but  only  to  that  extent  and  pro¬ 
vided  an  invasion  of  privacy  is  not  involved. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders,  on  cards  and  on  microfilm. 
Automated  records  on  magnetie  tape. 

Retrievability:  NIS  permanent  files  are  filed  by  terminal  digit 
number.  In  order  to  locate  the  file  it  is  necessary  to  query  the 
Defense  Central  Index  of  Investigations  (DCII)  computer  using  the 
name  of  the  subject  and  at  least  one  other  personnel  identifier  such 
as  date  of  birth,  place  of  birth,  social  security  number  or  military  ser¬ 
vice  number.  Files  may  also  be  retrieved  by  a  case  control  number 
assigned  at  the  time  the  investigation  is  initiated.  Copies  of  the  files 
in  the  NISOs  and  Resident  Agencies  are  retrieved  by  name. 

Safeguards:  NIS  investigative  files  (permanent  and  temporary)  are 
maintained  and  stored  in  open  shelves  and  filing  cabinets  located  in 
secured  areas  accessible  only  to  authorized  personnel.  Dated  files  are 
retired  to  the  Washington  National  Records  Center  where  retrieval  is 
restricted  to  NIS  authorized  personnel. 

Retention  and  disposal:  Retention  of  completed  NIS  investigative 
files  on  Personnel  Security  Investigations  (PSI)  is  authorized  for  30 
years  unless  adverse  information  is  developed  in  which  case  they 
may  be  retained  permanently.  PSI  files  on  persons  considered  for  af¬ 
filiation  with  DoD  will  be  destroyed  within  one  year  if  the  affiliation 
is  not  consummated.  Criminal  files,  may  be  retained  permanently. 
Counterintelligence  files  on  persons  affiliated  with  DoD  may  be 
retained  permanently.  Such  records  on  persons  not  affiliated  with 
DoD  must  be  destroyed  within  90  days  or  1  year  under  criteria  set 
forth  in  DoD  Directive  5200.27.  unless  retention  is  required  by  law  or 
specifically  approved  by  the  Secretary  of  the  Navy.  Files  retained  in 
the  NISOs  and  Resident  Agencies  are  temporary  and  are  destroyed 
after  90  days  or  1  year,  as  appropriate. 

System  manager!*)  and  address:  The  Director.  Naval  Investigative 
Service  has  ultimate  responsibility  for  all  NIS  file  holdings.  Manage¬ 
ment  of  NIS  permanent  files  is  the  direct  responsibility  of  the 
Assistant  Director  for  Administration.  NISO  Commanding  Officers 
are  responsible  for  files  retained  in  their  NISO  subordinate  Resident 
Agencies. 

Notification  procedure:  All  requests  relative  to  the  retention  and/or 
releasability  of  NIS  investigative  files  should  be  addressed  to  the 
Director,  Naval  Investigative  Service,  2461  Eisenhower  Avenue, 
Alexandria.  Va.  22331.  Requests  must  contain  the  full  name  of  the  in¬ 
dividual  and  at  least  one  additional  personal  identifier  such  as  date 
and  place  of  birth,  social  security  number  or  military  service  number. 
Personal  visits  by  requesters  should  be  confined  to  the  Naval  In¬ 
vestigative  Service  headquarters  at  the  above  address.  It  should  be 
borne  in  mind  that  the  vagaries  of  the  automated  indexing  system 
might  preclude  a  same  day  response.  Persons  submitting  written 
requests  must  properly  establish  their  identity  to  the  satisfaction  of 
the  NIS.  Where  a  question  exists  a  signed,  notarized  statement  or 
other  certified  form  of  identification  will  be  required.  Individuals  ap¬ 
pearing  in  person  may  present  proof  of  identification  in  the  form  of 
military  ID  card,  valid  driver’s  license,  or  other  suitable  form  of 
identification  bearing  a  photograph  and  signature.  Attorneys  or  other 
persons  acting  on  behalf  of  a  subject  of  a  record  must  provide  a 
notarized  authorization  from  the  subject  of  the  record. 

Record  access  procedures:  Individuals  may  make  inquiries  relative 
to  NIS  records  maintained  on  them  thru  the  NIS  Information  and 
Privacy  Coordinator  Naval  Investigative  Service  Headquarters,  at  the 
address  specified  in  the  previous  paragraph. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  See  EXEMPTION. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N63285  03 

System  name:  Defense  Central  Index  of  Investigations  (DCII) 

System  location:  Central  Facility: 
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Defense  Investigative  Service  (DIS) 

Data  Handling  Services  Division,  D093G 

Fort  Holabird 

Baltimore,  Maryland  21203 

Remote  Terminal  Locations:  (This  is  a  co-owned  index  system 
shared  by  DIS  and  the  military  service  investigative  agencies). 

Crime  Records  Directorate 
US  Army  Criminal  Investigations  Command 
2301  Chesapeake  Avenue 
Baltimore,  Maryland  21222 
Remote  Terminal  Location: 

Air  Force  Office  of  Special  lnvestigations/SUD 
Forrestal  Building 
Washington,  D.C.  20314 
Remote  Terminal  Location: 

Naval  Investigative  Service  Headquarters 
Hoffman  Building  1 
2461  Eisenhower  Avenue 
Attn:  Code  30 

Alexandria,  Virginia  22331  (NIS) 

Remote  Terminal  Location: 

Defense  Industrial  Security  Clearance  Office 
P.O.  Box  2499 

Columbus,  Ohio  43216  (DISCO) 

Remote  Terminal  Location: 

US  Army  Investigative  Records  Repository 
Building  44S2 

Fort  Meade,  Maryland  20755 
Remote  Terminal  Location: 

DIS  Special  Investigations  Center 
Forrestal  Building 
Washington,  D.C.  20314 
Remote  Terminal  Location: 

DIS  National  Agency  Check  Center,  D0700 
Fort  Holabird 
Baltimore,  Maryland  21203 
Remote  Terminal  Location: 

DIS  Personnel  Investigations  Control  Center,  D0600 
Fort  Holabird 
Baltimore,  Maryland  20203 
Remote  Terminal  Location: 

DIS  Investigative  Files  Division,  D0960 

Fort  Holabird 

Baltimore,  Maryland  21203 

Categories  of  individuals  covered  by  the  system:  Any  person 
described  as  a  subject,  a  victim,  or  a  cross-reference  in  an  investiga¬ 
tion  completed  by  or  for  a  DoD  investigative  element  when  that  in¬ 
vestigation  is  retained  by  the  element  and  the  name  is  submitted  for 
central  indexing. 

Categories  of  records  in  the  system:  Composed  of  locator  references 
to  investigations  conducted  by  or  for  DoD  investigative  elements  and 
retained  by  them.  Index  records  contain  the  name  and  other  personal 
identifying  information  on  individuals  who  were  indexed. 

Reference  to  an  investigation  maintained  by  one  of  the  investiga¬ 
tive  records  repositories.  It  identifies  the  individual  by  name  and  per¬ 
sonal  identifiers,  the  custodian  of  the  file,  the  year  indexed  and  the 
number  used  by  the  repository  to  locate  the  file. 

A  record  input  by  either  Army  investigative  activities  or  DIS 
reflecting  the  existence  of  an  investigation  in  progress.  It  identifies 
the  subject  individual  by  name  and  personal  identifiers,  the  location 
of  the  open  investigation,  the  year  indexed  and  the  number  used  to 
locate  the  investigative  file. 

Record  of  a  National  Agency  Check  (NAC)  investigation  in 
progress.  It  identifies  the  subject  individual  by  name,  personal 
identifiers,  the  case  number,  the  category  of  the  requester  of  the 
NAC,  and  the  type  of  NAC  being  run. 

A  record  of  completed  favorable  national  agency  checks  (e.g.,  no 
records).  It  identifies  the  individual  by  name  and  personal  identifiers, 
the  date  the  NAC  was  completed  and  the  agencies  that  were 
checked. 

Composed  of  names  of  persons  referenced  in  files  who  are  not 
fully  identified,  but  about  whom  sufficient  information  exists  that 
meets  retrieval  criteria.  It  identifies  the  individuals  by  name,  custodi¬ 
an  agency  of  the  file,  year  of  the  index,  and  the  number  used  by  the 
repository  to  locate  the  file.  Positive  identification  is  impossible  from 
the  index  and  may  well  be  impossible  from  the  case  file  itself. 

Authority  tor  maintenance  of  the  system:  5  U.S.C.  301  Departmental 
Regulations  • 

44  U.S.C.  3101  Records  Management 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  File  tracing  information  is 
collected  and  maintained  in  the  indices  so  that  authorized  users  may 
determine  the  existence  and  location  of  DoD  investigative  records. 

NAC  history  information  is  maintained  for  authorized  users  in 
granting  clearances  or  access  to  defense  installation,  entry  into  mili¬ 
tary  service  or  employment  in  sensitive  civilian  positions. 

Activities  listed  under  the  LOCATION  caption  are  the  principal 
users  and  (with  the  exception  of  DISCO)  the  file  custodians.  Listed 
terminal  holders  (with  the  exception  of  DISCO)  may  release  general 
DCII  information  to: 

Other  DoD  investigative  elements,  DoD  agencies  and  elements  of 
the  Military  Departments  designated  by  the  departments. 

Accredited  representatives  of  the  Secretary  of  Defense  and  the 
Joint  Chiefs  of  Staff. 

Accredited  Federal  criminal  and  civil  law  enforcement  agencies  in¬ 
cluding  those  responsible  for  conducting  their  own  investigations  as 
to  the  suitability  for  employment  or  access  of  current  or  potential 
employees  formerly  affiliated  with  the  DoD. 

State  and  local  criminal  law  enforcement  agencies. 

Other  accredited  Federal  agencies  serviced  by  the  Civil  Service 
Commission  but  with  a  need  to  evaluate  the  suitability  of  potential 
employees  formerly  affiliated  with  the  DoD. 

Congress,  including  the  Government  Accounting  Office. 

The  AUTODIN  system  which  transmits  formatted  data  over 
telecommunications  circuits  facilitates  the  collection  of  transactions 
from  contributors  to  update  the  index  and  to  disseminate  index  infor¬ 
mation  to  the  requesters. 

The  Defense  Case  Control  System  (DCCS)  and  the  National  Agen¬ 
cy  Check  Control  System  (NCCS)  which  are  described  separately  in 
this  notice. 

It  should  be  noted  that  information  contained  in  the  system  is  re¬ 
garded  as  the  property  of  the  submitting  activities.  DIS  can  neither 
monitor,  nor  assume  responsibility  for  the  propriety  or  accuracy  of 
all  the  data  in  the  system. 

Transfer  of  information  from  this  records  system  to  other  DoD 
components  is  regarded  as  a  routine  intra-agency  use  under  the 
provisions  of  5  U.S.C.  552a3(bXl).  The  use  of  the  DCII  to  refer 
inquiries  to  other  DoD  elements,  where  there  is  no  release  of  DCII 
information  itself  is  not  deemed  to  require  an  accounting. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Master  Index  data  is  maintained  in  direct  access  storage 
devices,  disk  and  data  cell.  It  is  also  contained  on  magnetic  tape  for 
continuity  of  operations  purposes  to  permit  processing  at  alternate  lo¬ 
cations  in  the  event  of  computer  failure. 

Name  Only  Index  data  is  maintained  on  magnetic  tape  and 
microfiche.  Each  contributor  is  provided  his  portion  on  a  quarterly 
basis. 

Retrievabiiity:  Master  Index  records  are  accessed  through  name 
and  at  least  one  personal  identifier  (PID).  Personal  identifiers  are: 
date  of  birth,  place  of  birth,  social  security  number  and  the  last  four 
(4)  digits  of  military  service  number.  Inquiries  may  enter  the  system 
in  card  form  or  by  being  keyed  in  at  remote  terminals.  A  non-stan¬ 
dard  retrieval  capability  also  exists  which  permits  retrieval  without 
PID,  or  on  parts  of  a  name,  and  produces  references  to  all  in¬ 
dividuals  by  that  name.  It  should  be  noted  that  in  many  cases,  the 
subject’s  SSAN  is  necessary  to  make  a  positive  identification. 

Name  Only  Index  records  are  accessed  through  the  name  or  some 
portion  thereof.  Records  are  retrieved  based  on  an  exact  match  with 
the  name  submitted.  Inquiries  may  enter  the  system  only  in  card 
form. 

Safeguards:  Generalized  validation  is  provided  in  batch  retrieval 
through  program  edits  to  prevent  unauthorized  access. 

User  terminals  with  access  to  the  Master  Index  are  located  in  con¬ 
trolled  access  areas.  Access  to  the  system  is  limited  to  specified  time 
of  the  day.  Terminals  are  connected  via  dedicated  data  circuits  which 
prevent  access  from  standard  dial-up  telephones. 

Activities  must  be  a  part  of  DoD  and  accredited  on  the  basis  of 
authorized  requirements  before  a  new  terminal  is  established  or  be¬ 
fore  batch  requests  will  be  honored  and  processed.  Terminal  holders 
and  activities  authorized  to  batch  process  requests  are  responsible 
for  the  authority  and  need  to  know  of  individuals  and  agencies  oq  be¬ 
half  of  which  they  search  the  index. 

The  computer  room  is  located  within  a  building  controlled  by 
security  personnel  at  all  times.  Identification  badges  are  required  for 
entrance.  Access  to  the  computer  room  is  controlled  by  a  combina¬ 
tion  lock  on  the  entrance.  Critical  backup  files  are  stored  in  locked 
fireproof  data  safes. 
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Retention  and  disposal:  Retained  for  as  long  as  files  are  retained. 
When  the  record  repository  disposes  of  the  file,  they  are  responsible 
for  deleting  all  index  tracings  pertaining  thereto,  in  accordance  with 
established  procedures.  Processing  of  a  deletion  transaction  flags  the 
computer  record  which  precludes  it  being  given  out  thereafter.  Such 
flagged  records  are  eliminated  from  the  system  during  periodic  file 
restructuring  procedures. 

Open  Case  Tracings.  Retained  for  as  long  as  the  investigation  is 
open.  When  the  investigation  is  completed,  the  contributor  replaces 
the  open  case  tracing  with  a  file  tracing  as  described  above. 

NAC  History  Tracings.  Retained  for  a  period  of  four  (4)  years 
from  the  date  of  completion  and  then  automatically  deleted  unless 
specific  action  is  taken  sooner  to  delete  the  record.  Should  a  sub¬ 
sequent  favorable  NAC  be  completed,  the  entering  of  a  new  history 
record  will  delete  the  first  history  record. 

NAC  Pending  Tracings.  Retained  until  completion  of  the  NAC  at 
which  time  they  are  replaced  by  a  NAC  History  or  file  tracing,  un¬ 
less  deleted  sooner  by  the  originator. 

System  managers)  and  address:  Director,  Defense  Investigative 
Service,  Washington,  D.C.  20314 

Notification  procedure:  Identity  of  Official: 

Assistant  for  Information 
Defense  Investigative  Service  (D0020) 

Washington,  D.C.  20314. 

Information  Required:  Full  name  and  all  maiden  and  alias  names 
under  which  files  may  be  maintained  and  personal  identifiers  listed 
under  RETRIEV ABILITY.  Note,  Social  Security  Account  Numbers 
may  be  necessary  for  positive  identification  of  certain  records. 

Office  Which  May  be  Visited: 

DIS  Information  Office 
1000  Independence  Avenue 
Washington,  D.C.  20314. 

Proof  of  Identity:  Check  of  personal  documents. 

Record  access  procedures:  Access  may  be  obtained  through  the  In¬ 
formation  Office  at  the  address  previously  listed. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records,  contesting  contents  and  appealing  initial  determinations  by 
the  subject  individual  may  be  obtained  from  the  Assistant  for  Infor¬ 
mation,  at  the  above  address. 

Record  source  categories:  DoD  investigative  elements  identical  with 
those  listed  under  the  LOCATION  caption  excluding  DISCO,  and 
additionally: 

Defense  Supply  Agency 
ATTN :  DSAH-T  Cameron  Station 
Alexandria,  Virginia  22310 

Director  of  Security,  National  Security  Agency,  ATTN:  M-552 
Fort  Meade,  Maryland  20775 

Assistant  Chief  of  Staff  of  Intelligence,  Department  of  the  Army, 
ATTN:  Counterintelligence  Division,  Washington,  D.C.  20315  (ACSI) 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N63393  F0013BA013 

System  name:  Aviation  Medical  Officer’s  Report 

System  location:  Commander,  Naval  Safety  Center,  Naval  Air  Sta¬ 
tion,  Norfolk,  VA  23511  Subordinate/Type  Commands/Levels 

Categories  of  individuals  covered  by  the  system:  Military  personnel 
involved  in,  contributing  to  or  injured  in  a  Navy  or  Marine  aircraft 
mishap. 

Categories  of  records  in  the  system:  Reports  of  Naval  aircraft 
mishaps  submitted  by  the  reporting  custodian.  Findings  and  conclu¬ 
sions  of  the  Aircraft  Accident  Board.  Medical  Officer’s  Report. 
Search  and  Rescue  Report.  Life  Change  Questionnaire.  Naval  Safety 
Center  investigative  reports.  JAG  manual  investigations. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Aviation  Medical  Officer’s 
Report  records  are  selected  and  reviewed  by  Naval  Safety  Center 
analysts  to  identify  problem  areas  and  determine,  whenever  possible, 
mechanical  systems/malfunctions  or  human  errors  that  may  have 
caused  or  contributed  to  a  particular  mishap  in  order  that  appropriate 
measures  can  be  effected  to  prevent  recurrence.  Records  and  sum¬ 
mary  data  are  provided  only  to  those  echelons  within  the  Navy 
which  are  directly  involved  in  flight  safety  and  the  study  of  trends 
associated  therewith.  In  those  mishap  cases  where  the  type  aircraft  is 
common  to  other  military  services,  applicable  trend  analyses  and 
summary  data  is  usually  provided  to  the  respective  service.  Similarly, 
if  the  type  aircraft  involved  in  a  mishap  is  common  to  civil  aviation, 


summary  information  is  provided  to  appropriate  government  agen¬ 
cies.  Whenever  and  to  whomever  released,  the  information  is  given 
with  the  explicit  understanding  that  it  will  be  used  exclusively  in  the 
furtherance  of  improved  safety  in  aircraft  and  accident  prevention  ef¬ 
forts. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape.  (Central  location)  Cardex  File. 
(Subordinate  Commands) 

Retrievability:  Any  of  the  data  elements  such  as  model  aircraft, 
damage,  date,  accident  type,  cause  factors,  degree  of  injury,  ejection 
results  or  pilot’s  social  security  number  are  used  to  retrieve  in¬ 
dividual  records. 

Safeguards:  A  limited  number  of  data  processing  personnel  have 
access  to  the  computer  facility  and  to  the  magnetic  tape  files  and 
computer  programs.  All  requests  for  information  received  from  ac¬ 
tivities  or  for  purposes  not  directly  related  to  flight  safety  must  be 
approved  by  the  Commander,  Naval  Safety  Center  or  his  designated 
representative. 

Retention  and  disposal:  Magnetic  tape  files  contains  all  available 
records  and  are  never  purged.  Reports  are  not  transferred  to  a  record 
center. 

System  manager(s)  and  address:  Director  of  Aviation  Safety,  Naval 
Safety  Center,  NAS,  Norfolk,  VA  23511 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager.  t 

Record  source  categories:  Aircraft  reporting  custodians,  chain  of 
command,  Judge  Advocate  General,  commanding  officer,  squadron 
personnel,  relatives,  acquaintances  and  Naval  Safety  Center  analysts. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N63393  F0015BA054 
System  name:  Aircraft  Mishap 

System  location:  Commander,  Naval  Safety  Center,  Naval  Air  Sta¬ 
tion,  Norfolk,  VA  23511  Subordinate/Type  Commands/Levels 

Categories  of  individuals  covered  by  the  system:  Designated  Naval 
aviators.  Naval  flight  officers,  crew  members  and  maintenance  per¬ 
sonnel  involved  in  or  contributing  to  a  Navy  or  Marine  aircraft  ac¬ 
cident,  incident  or  ground  accident. 

Categories  of  records  in  the  system:  Reports  of  Naval  aircraft 
mishaps  submitted  by  the  reporting  custodian.  Findings  and  conclu¬ 
sions  of  the  Aircraft  Accident  Board.  Naval  Safety  Center  investiga¬ 
tive  reports.  JAG  manual  investigations. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Aviation  mishap  records 
are  selected  and  reviewed  by  Naval  Safety  Center  analysts  to  identi¬ 
fy  problem  areas  and  determine,  whenever  possible,  mechanical 
systems/malfunctions  or  human  errors  that  may  have  caused  or  con¬ 
tributed  to  a  particular  mishap  in  order  that  appropriate  measures  can 
be  effected  to  prevent  recurrence.  Records  and  summary  data  are 
provided  only  to  those  echelons  within  the  Navy  which  are  directly 
involved  in  flight  safety  and  the  study  of  trends  associated  therewith. 
In  those  mishap  cases  where  the  type  aircraft  is  common  to  other 
military  services  applicable  trend  analyses  and  summary  data  is 
usually  provided  to  the  respective  service.  Similarly,  if  the  type  air¬ 
craft  involved  in  a  mishap  is  common  to  civil  aviation,  summary  in¬ 
formation  is  provided  to  appropriate  government  agencies.  Whenever 
and  to  whomever  released,  the  information  is  given  with  the  explicit 
understanding  that  it  will  be  used  exclusively  in  the  furtherance  of 
improved  safety  in  aircraft  and  accident  prevention  efforts. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape.  (Central  Location)  Cardex  File. 
(Subordinate  Commands) 

Retrievability:  Any  of  the  data  elements  such  as  command,  model 
aircraft,  damage,  date,  location,  accident  type,  cause  factors  or 
pilot’s  social  security  number  are  used  to  retrieve  individual  records. 

Safeguards:  A  limited  number  of  data  processing  personnel  have 
access  to  the  computer  facility  and  to  the  magnetic  tape  files  and 
computer  programs.  All  requests  for  information  received  from  ac¬ 
tivities  or  for  purposes  not  directly  related  to  flight  safety  must  be 
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approved  by  the  Commander,  Naval  Safety  Center  or  his  designated 
representative. 

Retention  and  disposal:  Magnetic  tape  files  contain  all  available 
records  and  are  never  purged.  Reports  are  not  transferred  to  a  record 
center. 

Svstem  manage r<s)  and  address:  Director  of  Aviation  Safety,  Naval 
Safety  Center,  NAS,  Norfolk,  VA  23511 

Notification  procedure:  Individuals  may  write  the  System  Manager 
giving  full  name,  address,  military  status  and  social  security  number 
in  order  to  determine  if  the  system  contains  any  records  pertaining  to 
them.  Personal  visitors  will  be  required  to  produce  military  or  com¬ 
parable  civilian  identification  cards. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Aircraft  reporting  custodian,  aircraft  ac¬ 
cident  boards,  chain  of  command.  Judge  Advocate  General  and 
Naval  Safety  Center  analysts. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N63393  F0024CA171 
System  name:  Diving  Log 

System  location:  Commander,  Naval  Safety  Center,  Naval  Air  Sta¬ 
tion,  Norfolk,  VA  23511 

Categories  of  individuals  covered  by  the  system:  All  Navy  military 
and  civilian  employees  of  the  Navy  involved  in  diving  or  exposed  to 
a  hyperbaric  environment. 

Categories  of  records  in  the  system:  Diving  Log  Report. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reports  summarizing  div¬ 
ing  activity  are  furnished  to  the  commanding  officer  for  individuals 
attached  to  the  unit  and  are  used  to  monitor  experience  levels  as¬ 
sociated  with  types  of  dives,  equipment  usage  and  requalification 
requirements.  Individual  records  are  also  used  to  evaluate  the  diving 
program  at  specific  activities  and  to  determine  if  manning  level,  ex¬ 
perience  and  operational  requirements  are  consistent  with  an  effec¬ 
tive  safety  program.  Pertinent  individual  records  or  statistical  summa¬ 
ries  prepared  by  Naval  Safety  Center  analysts  are  also  provided  to 
all  echelons  within  the  Navy  having  a  responsibility  for  the  diving 
program  and  to  Chief  of  Naval  Personnel,  Comptroller  of  the  Navy, 
General  Accounting  Office,  Naval  Audit  Service  or  other  activities 
having  responsibility  for  the  administration  or  control  of  personnel 
assignments  and  hazardous  duty  payments. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape. 

Retrievability:  Records  may  be  selected  based  on  any  of  the  data 
elements  contained  in  the  file  such  as  diver's  social  security  number, 
organization  unit,  type  of  dive  and  equipment  used. 

Safeguards:  A  limited  number  of  data  processing  personnel  have 
access  to  the  computer  facility  and  to  the  magnetic  tape  files  and 
computer  programs.  All  requests  for  information  received  from  ac¬ 
tivities  or  for  purposes  not  directly  related  to  the  diving  program 
must  be  approved  by  the  Commander,  Naval  Safety  Center  or  his 
designated  representative. 

Retention  and  disposal:  Magnetic  tape  files  contain  all  available 
records  and  are  never  purged.  Reports  are  not  transferred  to  a  record 
center. 

System  managers)  and  address:  Director  of  Submarine  Safety  Pro¬ 
grams,  Naval  Safety  Center,  NAS,  Norfolk,  VA  23511 

Notification  procedure:  Individuals  may  write  the  System  Manager 
giving  full  name,  address,  military  status  and  social  security  number 
in  order  to  determine  if  the  system  contains  any  records  pertaining  to 
them.  Personal  visitors  will  be  required  to  produce  military  or  com¬ 
parable  civilian  identification  cards. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Commanding  Officer  of  naval  units  con¬ 
ducting  diving  or  hyperbaric  exposure  incident  to  diving. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 


N63393  F0024CA174 

System  name:  Diving  Accidents  and  Injuries 

System  location:  Commander,  Naval  Safety  Center,  Naval  Air  Sta¬ 
tion,  Norfolk,  VA.  23511 

Categories  of  individuals  covered  by  the  system:  All  Navy  military 
and  civilian  employees  of  the  Navy  involved  in  an  accident  or  who 
are  injured  while  engaged  iri  diving  or  exposed  to  a  hyperbaric  en¬ 
vironment. 

Categories  of  records  in  the  system:  Diving  Accident/Injury  Report. 
Personnel  Casualty  Report.  JAG  manual  investigation. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  of  diving  ac¬ 
cidents  and  injuries  are  evaluated  by  Naval  Safety  Center  analysts  to 
determine  existence  of  problem  areas  and  to  detect  trends.  The 
records  are  correlated  with  the  diving  log  reports  and  used  as  a  basis 
for  recommending  changes  in  operating  procedure,  equipment, 
decompression  schedules  and  training  requirements.  Individual  re¬ 
ports  and  compilations  of  accidents  and  injuries  are  routinely 
furnished  to  activities  within  the  Navy  having  responsibility  for  div¬ 
ing  safety.  Reports  are  also  furnished  to  Government  or  private 
research  institutions  engaged  in  studies  relating  to  the  prevention  or 
treatment  of  diving  injuries  or  the  design  and  usage  of  underwater 
equipment. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape. 

Retrievability:  Any  of  the  data  elements  such  as  diver’s  social 
security  number,  type  of  accident,  depth  and  purpose  of  dive,  degree 
of  injury  and  treatment  provided  are  used  to  retrieve  individual 
records. 

Safeguards:  A  limited  number  of  data  processing  personnel  have 
access  to  the  computer  facility  and  to  the  magnetic  tape  files  and 
computer  programs.  All  requests  for  information  received  from  ac¬ 
tivities  or  for  purposes  not  directly  related  to  diving  safety  must  be 
approved  by  the  Commander,  Naval  Safety  Center  or  his  designated 
representative. 

Retention  and  disposal:  Magnetic  tape  files  contain  all  available 
records  and  are  never  purged.  Reports  are  not  transferred  to  a  record 
center. 

System  managers)  and  address:  Director  of  Submarine  Safety, 
Naval  Safety  Center,  NAS,  Norfolk,  Va.  23511 

Notification  procedure:  Individuals  may  write  the  System  Manager 
giving  full  name,  address,  military  status  and  social  security  number 
in  order  to  determine  if  the  system  contains  any  records  pertaining  to 
them.  Personal  visitors  will  be  required  to  produce  military  or  com¬ 
parable  civilian  identification  cards. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Commanding  Officer  of  naval  units  con¬ 
ducting  diving  or  hyperbaric  exposure  incident  to  diving.  Office  of 
the  Judge  Advocate  General.  Chief,  Bureau  of  Medicine  and  Suigery. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N63393  F0025AA041 
System  name:  Occupational  Injury  and  Illness 

System  location:  Commander,  Naval  Safety  Center,  Naval  Air  Sta¬ 
tion,  Norfolk,  VA  23511  (Central)  Subordinate  Type  Com¬ 
mands/Ship/Naval  Units 

Categories  of  individuals  covered  by  the  system:  Navy  military  per¬ 
sonnel  who  sustain  an  injury  or  occupational  illness  and  Navy 
civilian  personnel  who  sustain  an  occupational  illness  or  injury  result¬ 
ing  in  one  or  more  days  of  lost  time. 

Categories  of  records  in  the  system:  Accidental  Injury/Death  Re¬ 
ports.  Personnel  Casualty  Reports.  Hospital  Admission  Reports.  JAG 
manual  investigations. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Accidental  injury  records 
are  used  to  compile  a  variety  of  statistical  reports  which  are  routinely 
published  or  prepared  at  the  request  of  Navy  forces  afloat  and  shore 
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activities.  Individual  injury  reports  are  selected  and  reviewed  by 
Naval  Safety  Center  analysts  in  order  to  detect  problem  areas  relat¬ 
ing  to  operating  procedure,  training  and  equipment  usage  and  mal¬ 
function.  Results  of  these  studies  which  may  include  individual  injury 
reports  are  provided  to  commanding  officers  and  to  all  echelons 
within  the  Navy  having  responsibility  for  the  allocation  of  resources 
or  the  implementation  of  the  Safety  Program.  Individual  injury 
records  are  correlated  with  data  contained  in  other  personnel  files  in 
order  to  detect  unfavorable  trends  within  an  activity  and  to  recom¬ 
mend  appropriate  corrective  measures.  Individual  records  and 
statistical  summaries  are  provided  on  request  to  all  Government  ac¬ 
tivities  having  a  legitimate  need  for  such  information.  Individual 
records  and  summary  data  are  provided  to  contractors  and  research 
activities  in  connection  with  projects  either  funded  by  or  deemed 
potentially  valuable  to  the  Department  of  the  Navy. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytera: 

Storage:  Magnetic  tape.  (Central  location)  File  Folders/cardex 
(subordinate  commands) 

Retrievability:  Any  of  the  data  elements  such  as  social  security 
number,  command  or  unit  identification  code,  degree  of  injury,  loca¬ 
tion,  equipment  malfunction  and  cause  factors  are  used  to  select  in¬ 
dividual  records. 

Safeguards:  A  limited  number  of  data  processing  personnel  have 
access  to  the  computer  facility  and  to  the  magnetic  tape  files  and 
computer  programs.  All  requests  for  information  received  from  ac¬ 
tivities  or  for  purposes  not  within  the  routine  usage  criteria  must  be 
approved  by  the  Commander,  Naval  Safety  Center  or  his  designated 
representative. 

Retention  and  disposal:  Magnetic  tape  files  contain  all  available 
records  and  are  never  purged.  Reports  are  not  transferred  to  a  record 
center. 

System  manager! s)  and  address:  Director  of  Occupational  Safety, 
Health  and  Support  Programs,  Naval  Safety  Center,  NAS,  Norfolk, 
VA  23511  ’ 

Notification  procedure:  Individuals  may  write  the  System  Manager 
giving  full  name,  address,  military  status  and  social  security  number 
in  order  to  determine  if  the  system  contains  any  records  pertaining  to 
them.  Personal  visitors  will  be  required  to  produce  military  or  com¬ 
parable  civilian  identification  cards. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Commanding  officers  of  Forces  Afloat 
and  Shore  activities,  Judge  Advocate  General  and  Chief,  Bureau  of 
Medicine  and  Surgery. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N63393  F0026EA033 

System  name:  Motor  Vehicle  Accidents  and  Injuries 

System  location:  Commander,  Naval  Safety  Center,  Naval  Air  Sta¬ 
tion,  Norfolk,  VA  23511  Subordinate/Type  Commands/Levels 

Categories  of  individuals  covered  by  the  system:  Navy  military  per¬ 
sonnel  regardless  of  duty  status  who  are  injured  as  a  result  of  a 
motor  vehicle  accident  or  are  the  operator  of  one  of  the  vehicles  in¬ 
volved  in  such  an  accident.  Navy  military  and  civilian  personnel  who 
are  involved  in  a  Government  motor  vehicle  accident  or  a  private 
motor  vehicle  accident  on  Navy  property.  Navy  civilian  employees 
who  are  injured  in  a  motor  vehicle  accident  during  the  course  of  their 
official  duties. 

Categories  of  records  in  the  system:  Motor  Vehicle  Accident  Report. 
Personnel  Casualty  and  Death  Report,  Hospital  Admission  Reports 
and  JAG  manual  investigations. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Motor  vehicle  accident 
records  are  used  to  compile  statistics ,  which  are  given  wide  dis¬ 
semination  within  the  Navy.  Compilations  of  motor  vehicle  accident 
records  for  particular  commands,  activities  and  units  are  furnished 
on  request  to  assist  in  the  development  of  ai^  effective  safety  pro¬ 
gram  at  all  levels  within  the  Navy.  Accident  records  of  individuals 
assigned  to  specific  units  or  records  of  individuals  involved  in  multi¬ 
ple  accidents  are  provided  to  commanding  officers.  Motor  vehicle  ac¬ 
cident  records  are  correlated  with  data  contained  in  other  ac¬ 
cident/injury  or  training  files.  The  significance  of  this  data  is  evalu¬ 


ated  by  Naval  Safety  Center  analysts  and  summary  information, 
specific  individual  records  or  composite  records  provided  to  all 
echelons  within  the  Navy  having  a  responsibility  for  motor  vehicle 
safety.  Individual  records  and  statistical  summaries  are  provided  on 
request  to  all  Government  activities  having  a  legitimate  need  for  such 
information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape.  (Central  location)  File  folders/cardex 
(subordinate  commands) 

Retrievability:  Any  of  the  data  elements  such  as  individual  social 
security  number,  activity  or  unit  identification,  cause  factors  and 
degree  of  injury  are  used  to  retrieve  individual  records. 

Safeguards:  A  limited  number  of  data  processing  personnel  have 
access  to  the  computer  facility  and  to  the  magnetic  tape  files  and 
computer  programs.  All  requests  for  information  which  are  not  in¬ 
cluded  in  the  routine  usage  criteria  must  be  approved  by  the  Com¬ 
mander,  Naval  Safety  Center  or  his  designated  representative. 

Retention  and  disposal:  Magnetic  tape  files  contain  all  available 
records  and  are  never  purged.  Original  documents  are  destroyed 
when  no  longer  required.  Reports  are  not  transferred  to  a  record 
center. 

System  managers)  and  address:  Director  of  Occupational  Safety, 
Health,  and  Support  Programs,  Naval  Safety  Center,  NAS,  Norfolk, 
VA  23511 

Notification  procedure:  Individuals  may  write  the  System  Manager 
giving  full  name,  address,  military  status  and  social  security  number 
in  order  to  determine  if  the  system  contains  any  records  pertaining  to 
them.  Personal  visitors  will  be  required  to  produce  military  or  com¬ 
parable  civilian  identification  cards. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Commanding  officers  of  Forces  Afloat 
and  Shore  activities,  Judge  Advocate  General  and  Chief,  Bureau  of 
Medicine  and  Surgery. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N63393  F0048BA11! 

System  name:  Individual  Flight  Activity  Report 

System  location:  Commander,  Naval  Safety  Center,  Naval  Air  Sta¬ 
tion,  Norfolk,  VA  23511 

Categories  of  individuals  covered  by  the  system:  All  aeronautically 
designated  commissioned  Navy  and  Marine  Officers  assigned  as  crew 
members  in  the  operation  of  an  aircraft  in  accordance  with  the 
direction  of  competent  authority. 

Categories  of  records  in  the  system:  Reports  of  each  flight  sub¬ 
mitted  by  the  custodian  of  the  aircraft.  Total  flight  activity  survey  re¬ 
ports  and  annual  flight  activity  reports. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Flight  activity  data  for 
specific  individuals  or  categories  of  aviators  is  correlated  with  air¬ 
craft  mishap  data.  This  information  is  analyzed  in  order  to  determine 
the  relationship  between  various  categories  and  combinations  of 
flight  experience  and  accident  involvement.  Results  of  these  studies 
are  provided  to  all  echelons  within  the  Navy  and  Marine  Corps  hav¬ 
ing  resfionsibility  for  flight  operations,  pilot  training  and  allocation  of 
resources  to  and  within  the  aviation  program.  An  annual  summary  of 
flight  activity  by  model  aircraft  is  provided  to  each  reporting  in¬ 
dividual  for  his  verification  and  personnel  records.  Upon  request,  a 
detailed  by  flight  report  for  a  specified  time  frame  is  also  provided. 
Records  are  also  provided  to  Chief  of  Naval  Personnel  for  promo¬ 
tional  screening,  detailing  and  compliance  with  minimum  standards. 
Summaries  of  flight  activity  for  Marine  Corps  personnel  are  provided 
to  the  Commandant  of  the  Marine  Corps.  Records  of  specific  pilots 
or  categories  of  pilots  are  provided  to  contractors,  if  required,  for 
projects  either  funded  by  or  deemed  potentially  valuable  to  the  De¬ 
partment  of  the  Navy.  When  requested,  records  are  provided  to  the 
General  Accounting  Office,  to  the  Naval  Audit  Service  and  to  offices 
or  committees  authorized  by  Congress  to  investigate  certain  phases 
of  the  Naval  Aviation  Program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:'  Magnetic  tape. 
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Retrievability:  Any  of  the  data  elements  such  as  pilot’s  social 
security  number,  model  aircraft,  squadron  and  specific  flight  ex¬ 
perience  may  be  used  to  retrieve  individual  records. 

Safeguards:  A  limited  number  of  data  processing  personnel  have 
access  to  the  computer  facility  and  to  the  magnetic  tape  files  and 
computer  programs.  All  requests  for  information  which  are  not  in¬ 
cluded  in  the  routine  usage  criteria  must  be  approved  by  the  Com¬ 
mander,  Naval  Safety  Center  or  his  designated  representative. 

Retention  and  disposal:  Magnetic  tape  files  contain  all  available 
records  and  are  never  purged.  Reports  are  not  transferred  to  a  record 
center. 

System  manageris)  and  address:  Director  of  Aviation  Safety  Pro¬ 
grams,  Naval  Safety  Center,  NAS,  Norfolk,  VA  23511 

Notification  procedure:  Individuals  may  write  the  System  Manager 
giving  full  name,  address,  military  status  and  social  security  number 
in  order  to  determine  if  the  system  contains  any  records  pertaining  to 
them.  Personal  visitors  will  be  required  to  produce  military  or  com¬ 
parable  civilian  identification  cards. 

Record  access  procedures:  The  agency's  Tules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Aircraft  reporting  custodian.  Navy  and 
Marine  Corps  pilots. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N 63395  10140. IF 

System  name:  USAREUR/USAFE  Ration  Card 

System  location:  U.S.  Naval  Radio  Station,  FPO  New  York  09516. 

Categories  of  individuals  covered  by  the  system:  USN  personnel  and 
their  dependent  wives  and  children  over  18  years  of  age,  who  are  sta¬ 
tioned  at  U.S.  Naval  Radio  Station,  FPO  New  York  09516. 

Categories  of  records  in  the  system:  File  sheet  with  members  name, 
rate,  serial  no.,  and  organization  assigned.  Also  if  member  is  single 
or  married. 

Authority  for  maintenance  of  the  system:  5  USC  301,  Departmental 

Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reference  as  to  who  is 

holding  a  ration  card. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders. 

Retrievability:  Name. 

Safeguards:  Locked  safe  in  Admin  Office  and  a  24  hour  security 
watch. 

Retention  and  disposal:  Records  are  maintained  as  long  as  member 
retains  ration  card.  After  transfer  records  are  burned. 

System  manager(s)  and  address:  Commanding  Officer,  U.S.  Naval 
Radio  Station,  FPO  New  York  09516  is  overall  policy  official  with 
the  Administrative  Officer,  U.S.  Naval  Radio  Station,  FPO  New 
York  09516  as  the  subordinate  holder. 

Notification  procedure:  Inquiries  sould  be  addressed  to  U.S.  Naval 
Radio  Station,  FPO  New  York  09516,  giving  full  name  and  social 
security  number,  and  personal  visitors  must  have  valid  military  I.D. 
or,  if  no  longer  in  the  military,  have  other  valid  identification  such  as 
a  driver’s  license.  Visitors  may  come  to  the  Administrative  Office  at 
the  address  given  under  SYSMANAGER. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Applicable  U.S.  Serviceman. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N63395  11240.3E 

System  name:  File  of  Records  of  Acquisition,  Transfer  and  Disposal 
of  Privately  Owned  Vehicles 

System  location:  U.S.  Naval  Radio  Station.  FPO  New  York  09516 

Categories  of  individuals  covered  by  the  system:  United  States  Navy 
personnel  stationed  at  U.S.  Naval  Radio  Station,  FPO  New  York 
09516  who  own  a  concession  vehicle  in  the  United  Kingdom. 

Categories  of  records  in  the  system:  Request  for  delivery  of  a  motor 
vehicle  without  payment  of  duty,  value  added  tax  and  car  tax. 


Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  information  on  type  of 
car,  engine  no.,  license  no.,  year  of  car,  make  of  car,  base  assigned, 
organization,  soc.  sec.  no.,  and  paygrade. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders 
Retrievability:  Name 

Safeguards:  Locked  safe  in  Admin  Office  with  a  24  hour  security 
watch. 

Retention  and  disposal:  Records  are  maintaned  as  long  as  a  person 
owns  a  concession  vehicle  in  the  United  Kingdom.  Records  are 
burned  as  soon  as  vehicle  is  either  shipped  out  of  the  U.K.  or 
destroyed. 

System  manageris)  and  address:  Commanding  Officer,  U.S.  Naval 
Radio  Station,  FPO  New  York  09516  is  overall  policy  official  with 
the  Administrative  Officer,  U.S.  Naval  Radio  Station,  FPO  New 
York  09516  as  the  subordinate  holder. 

Notification  procedure:  Inquiries  should  be  addressed  to  U.S.  Naval 
Radio  Station,  FPO  New  York  09516.  giving  full  name  and  social 
security  number.  Visitors  may  come  to  the  Administrative  Office  at 
the  address  given  under  SYSMANAGER  and  must  have  valid  milita¬ 
ry  I.D.  or,  if  no  longer  in  the  military,  have  other  valid  identification 
such  as  a  driver’s  license. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  theindividual  con- 
cemd  may  be  obtained  from  th  system  manager. 

Record  source  categories:  Applicable  U.S.  Serviceman 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N63425  SHELTER  LIST 

System  name:  Military  and  Civilian  Employee  Dependents  Hurricane 
Shelter  Assignment  List 

System  location:  Commanding  Officer  Naval  Communication  Sta¬ 
tion  Key  West  Key  West  Florida  33040 
Categories  of  individuals  covered  by  the  system:  Military  personnel 
and  civilian  employees  and  their  dependents  who  apply  for  assign¬ 
ment  to  naval  communication  station  shelter 
Categories  of  records  in  the  system:  Record  lists  names,  addresses, 
and  phone  numbers  of  military/  civilian  station  personnel  applying 
for  shelter  assignments  for  their  families,  together  with  names  of  de¬ 
pendent  spouses,  names  and  ages  of  dependent  children,  and  whether 
or  not  requirement  exists  for  station  transportation  to  shelter. 
Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Disaster 
Preparedness  Officer  in  determining  shelter  logistics  requirements 
and  by  Shelter  Officer  in  mustering  assigned  dependents  in  shelter  in 
case  of  hurricane. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folder 
Retrievability:  Name 

Safeguards:  File  maintained  in  locked  cabinet  by  Disaster 
Preparedness  Officer. 

Retention  and  disposal:  Maintained  from  May  through  April  each 
year,  disposed  of  by  burning. 

System  manageris)  and  address:  Disaster  Preparedness  Officer 
Naval  Communication  Station  Key  West  Key  West  Florida  33040 
Notification  procedure:  Individual  record  entries  are  filled  out  by 
hand  by  station  military/civilian  sponsors  desiring  to  register  their 
families  in  command  hurricane  shelter.  System  contains  no  info  other 
than  entries  provided  by  sponsors.  Certified  station  sponsors  may 
review/remove  entry  by  phoning/ visiting  the  Disaster  Preparedness 
Officer,  Naval  Communications  Station  Key  West. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 
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Record  source  categories:  All  entries  to  file  are  hand  written  forms 
filled  in  by  military/civilian  command  sponsors  requesting  hurricane 
shelter  for  their  families. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N63427  AUTOIMPEXPREC 

System  name:  Record  of  Import  and  Export  of  Foreign  Made  Auto 
Vehicles  into  and  out  of  Australia 

System  location:  U.S.  Naval  Communication  Station  FPO  San 
Francisco  96680 

Categories  of  individuals  covered  by  the  system:  Importers/exporters 
and  purchasers  of  foreign  made  automobiles  imported  into  Australia 
by  U.S.  personnel. 

Categories  of  records  in  the  system:  Copies  of  shipping  and  customs 
documents  for  automobiles  imported  into  and  exported  from  Aus¬ 
tralia. 

Authority  for  maintenance  of  the  system:  5  USC  301,  Agreement 
between  Australia  and  the  United  States  of  America  concerning  the 
status  of  United  States  forces  in  Australia  and  protocol  to  that  agree¬ 
ment. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Supply  Officer:  to  deter¬ 
mine  shipping  and  wharf  handling  requirements.  Legal  Officer:  to 
monitor  sale  and/or  export  of  foreign  made  vehicles  imported  into 
Australia  by  the  U.S.  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folder. 

Retrievability:  Name. 

Safeguards:  File  cabinet.  Entry  by  legal/personal  property  office 
personnel  only. 

Retention  and  disposal:  Duration  of  customs  to  duty  bond.  Destruc¬ 
tion  through  burning. 

System  manager(s)  and  address:  Legal  officer  and  personal  propety 
supervisor. 

Notification  procedure:  Individual  initates  record  and  may  request 
information.  Legal  Officer,  Personal  Property  Supervisor,  U.S.  Naval 
Communication  Station.  Information  requested  must  provide"  full 
name,  official  title,  purpose  of  inquiry.  Offices  to  be  visited:  Legal 
Office  and  Personal  Property  Office,  U.S.  Naval  Communication  Sta¬ 
tion.  Proof  of  identity:  visual  recognition  or  identification  card. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Information  supplied  by  individual,  copy 
of  purchase  documents. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N63427  COMWEALTHPASS 
System  name:  Commonwealth  Pass  Application  Form 

System  location:  U.S.  Naval  Communciation  Station  FPO  San 
Francisco  96680 

Categories  of  individuals  covered  by  the  system:  All  personnel 
requiring  access  to  the  Commonwealth  property  on  which  the  Naval 
Communication  Station  is  located. 

Categories  of  records  in  the  system:  Completed  application  forms 
for  Commonwealth  passes.  Contains  name,  rank,  organization, 
height,  color  of  hair,  color  of  eyes,  date  of  birth  and  place  of  birth. 

Authority  for  maintenance  of  the  system:  S  USC  301  Arrangements 
for  the  use  and  occupation  by  the  United  States  Navy  of  Common¬ 
wealth  land  and  for  associated  matters. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Issuance  of  passes  for 
entry  to  Naval  Communication  Station. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem:  m 

Storage:  File  folders. 

Retrievability:  Name. 

Safeguards:  Locked  cabinet  -  limited  access. 

Retention  and  disposal:  Duration  of  individual's  stay  in  area. 
Destruction  bv  burning. 

System  mai  gerfs)  and  address:  Security  Officer,  U.S.  Naval  Com¬ 
munication  Station. 


Notification  procedure:  Individual  initiates  record  and  may  request 
information.  Security  Officer,  U.S.  Naval  Communicaton  Station,  in¬ 
formation  requester  must  provide:  full  name,  official  title,  purpose  of 
inquiry.  Office  to  be  visted:  Security  Office,  U.S.  Naval  Communica¬ 
tion  Station.  Proof  of  identity:  visual  recognition  or  identification 
card. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Information  supplied  by  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N63427  NEXSALESSLIP 

System  name:  Large  purchases  in  Navy  Exchange. 

System  location:  U.S.  Naval  Communication  Station  FPO  San 
Francisco  96680 

Categories  of  individuals  covered  by  the  system:  All  authorized 
patrons  of  the  Navy  Exchange  at  this  station. 

Categories  of  records  in  the  system:  Record  copies  of  all  receipts 
for  articles  valued  at  over  ten  U.S.  dollars,  lists  purchaser,  base  pass 
number,  noun  name  of  article,  value  and  intended  use. 

Authority  for  maintenance  of  the  system:  5  USC  301 ,  Technical  Ar¬ 
rangement  between  United  States  Dept  of  the  Navy  and  the  Com¬ 
monwealth  of  Australia  Dept  of  Defence  relating  to  commissaries  at 
Northwest  Cape  in  the  State  of  Western  Australia. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Legal  Officer  -  control  of 
disposal  of  articles  purchased  in  station  Navy  Exchange.  Security  Of¬ 
ficer  -  investigation  into  possible  violation  of  govt  to  govt  arrange¬ 
ments  relating  to  commissaries  in  Australia.  Criminal  investigation  in 
cases  of  wrongful  appropriation  and  larceny. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folder. 

Retrievability:  Name. 

Safeguards:  Locked  cabinet  -  limited  access. 

Retention  and  disposal:  For  duration  of  member’s  tour  at  this  sta¬ 
tion.  Destruction  through  shredding  and  burning. 

System  manager(s)  and  address:  Security  Officer,  U.S.  Naval  Com¬ 
munication  Station 

Notification  procedure:  Printed  information  on  form  -  copy  retained 
by  individual.  Security  Officer,  U.S.  Naval  Communication  Station. 
Information  requester  must  present:  full  name,  official  title  and  pur¬ 
pose  of  inquiry.  Office  to  be  visited:  Security  Office,  U.S.  Naval 
communication  Station.  Proof  of  idenity:  visual  recognition. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Information  supplied  by  purchaser  and 
Navy  Exchange. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N64168  NUC 

System  name:  Nuclear  Program  Interview  and  Screening 

System  location:  Naval  Sea  System  Command  (Code  08),  Washing¬ 
ton,  D.C.  20362 

Categories  of  individuals  covered  by  the  system:  Personnel  inter¬ 
viewed  or  considered  for  assignment  or  retention  in  the  Naval 
Nuclear  Power  Program 

Categories  of  records  in  the  system:  Interview  appropriation  folder, 
interview  chronology,  interview  index  card.  Navy  Enlisted  Nuclear 
Program  Technical  Screening  Sheets,  Nuclear  Propulsion  Officer 
Candidate  Records 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Determine  eligibility  for 
Naval  Nuclear  Power  Program,  maintaining  statistical  and  accounting 
records,  and  other  administrative  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  loose  leaf  binders,  and  index  card  box 
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Retrievability:  Name,  chronological.  Navy  rate  (if  applicable).  So¬ 
cial  Security  Number,  approximate  date  of  screen 
Safeguards:  Located  in  restricted  area 
Retention  and  disposal:  Indefinitely 

System  manager(s)  and  address:  Naval  Sea  Systems  Command 
(Code  08),  Washington,  D.C.  20362 
Notification  procedure:  Contact  System  Manager;  provide  full 
name,  Navy  rate  (if  applicable).  Social  Security  Number,  Nuclear 
Power  School  Class  or  dates  at  attendance  (if  applicable)  and  proof 
thereof,  dates  of  service  or  screening  and  proof  thereof. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager 
Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual;  Bureau  of  Naval  Personnel; 
U.S.  Naval  Academy;  current  and/or  previous  commands;  Director, 
Division  of  Naval  Reactors 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N64168  RADINJCLRDS 

System  name:  NAVSEA  RADIATION  INJURY  CLAIM  RECORDS 
System  location:  Naval  Sea  Systems  Command  Code  08  Washing¬ 
ton,  D.C.  20362 

Categories  of  individuals  covered  by  the  system:  Individuals  em¬ 
ployed  by  the  Navy  and  Navy  contractors  who  have  alleged  radiation 
injury  from  radiation  exposure  associated  with  Naval  Nuclear 
Propulsion  plants. 

Categories  of  records  in  the  system:  Excerpts  from  personnel  medi¬ 
cal  records,  Navy  field  organization  and  Navy  contractor  work  histo¬ 
ries  and  Navy  and  Labor  Department  correspondence. 

Authority  for  maintenance  of  the  system:  5  USC  301,  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Technical  evaluation  of 
radiation  injury  compensation  claims  by  NAVSEA  RADIOLOGI¬ 
CAL  CONTROL  MANAGERS. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  Folders 
Retrievability:  Alphabetical  by  name 

Safeguards:  Locked  in  safe  and  specific  permission  of  custodian 
Retention  and  disposal  Indefinitely 

System  manager(s)  and  address:  Naval  Sea  Systems  Command 
Code  08  Washington,  D.C.  20362  . 

Notification  procedure:  Contact  System  Manager;  Provide  name, 
organization  where  employed  at  time  of  alleged  injury  and  supporting 
evidence. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Personnel  medical  records  and  Navy  and 
contractor  work  histories. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N64168  SEA  TRIAL 

System  name:  Next  of  Kin  Information  for  Sea  Trial  Riders 
System  location:  Naval  Sea  Systems  Command  Code  08  Washing¬ 
ton,  D.C.  20362 

Categories  of  individuals  covered  by  the  system:  Individuals  attend¬ 
ing  nuclear  propulsion  plant  sea  trials  of  Navy  ships 
Categories  of  records  in  the  system:  Names  and  addresses  of  next 
of  kin;  name.  Social  Security  Number  and  security  clearance  of  in-  * 
dividual 

Authority  for  maintenance  of  the  system:  S  USC  301,  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  information 
necessary  for  individuals  to  attend  nuclear  propulsion  plant  sea  trials; 
Associate  Director  for  Surface  Ships  and  staff 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  3x5  index  cards 


Retrievability:  Alphabeticly  by  name 

Safeguards:  Locked  in  3-way  combination  safe  in  a  restricted  area 

Retention  and  disposal:  Indefinitely 

System  manager(s)  and  address:  Naval  Sea  Systems  Command 
Code  08  Washington,  D.C.  20362 

Notification  procedure:  Contact  System  Manager;  Provide  name 
and  social  security  number  and  identify  sea  trials  attended 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  From  the  individual 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N64648-EARB 

System  name:  Employee  Grievances,  Complaints,  and  Adverse  Ac¬ 
tion  Appeals. 

System  location:  Chairman  Department  of  the  Navy  Employee  Ap¬ 
peals  Review  Board  Washington,  D.  C.  20360 

Categories  of  individuals  covered  by  the  system:  Former  and  present 
civilian  employees  of  the  Department  of  the  Navy,  and  applicants  for 
employment  with  the  Department  of  the  Navy. 

Categories  of  records  in  the  system:  The  case  files  contain 
background  material  on  the  act  or  situation  complained  of;  the  results 
of  any  investigation  including  affidavits  and  depositions;  records  of 
personnel  actions  involved;  Official  Personnel  Folders;  transcripts  of 
hearings  held;  Examiners’  reports  of  findings  and  recommended  ac¬ 
tions;  advisory  memoranda  from  OCMM,  NAVCOMPT,  CNO,  BU- 
PERS,  CSC,  DOD,  SYSCOMS;  SECNAV  decisions;  reports  of  ac¬ 
tions  taken  by  local  activities;  comments  by  EARB  or  local  activities 
on  appeals  made  to  CSC;  CSC  decisions,  Court  decisions,  Comp¬ 
troller  General  decisions.  Brief  summaries  of  case  files  are  main¬ 
tained  on  index  cards 

Authority  for  maintenance  of  the  system:  5  U.S.C.  Sections  1301, 
3301,  3302,  7151-7154,  7301,  and  7701 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  This  information  is  used 
by  the  EARB  to  adjudicate  cases.  SYSCOMS,  OCMM,  CAPSO-N 
and  ROCMM-S  are  internal  users  for  informational/implementational 
purposes.  CSC  is  the  other  Government  agency  using  this  informa¬ 
tion.  Pursuant  to  s  552a(b)(9)  of  Public  Law  93-579,  committees  or 
subcommittees  of  either  House  of  Congress  are  furnished  the  above 
information  upon  request.  Individual  members  acting  on  behalf  of  the 
individual  involved  are  supplied  with  copies  of  decisions  and  other 
appropriate  background  material.  Grievants  and  appellants  are 
furnished  SECNAV  decisions,  with  copies  to  their  representatives. 
EEO  complainants  are  furnished  SECNAV  decisions,  with  copies  of 
the  hearing  transcripts  and  Examiners'  reports;  complainants' 
representatives  are  provided  copies  of  SECNAV  decisions.  Activities 
involved  are  provided  with  copies  of  SECNAV  decisions  on 
grievances  and  appeals.  Activities  involved  in  EEO  complaints  are 
provided  copies  of  SECNAV  decisions,  hearing  transcripts,  and  Ex¬ 
aminers’  reports. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders  and  index  cards.  -i" 

Retrievability:  Name 

Safeguards:  Official  Personnel  Folders  and  classified  material  kept 
in  locked  safe.  Other  materials  are  kept  in  file  cabinets  in  a  secured 
building. 

Retention  and  disposal:  Case  files  maintained  for  one  year  and  sent 
to  the  GSA  Federal  Records  Center  and  maintained  for  four  years. 
Official  Personnel  Folders  returned  to  activities  after  disposition  of 
cases.  CSC  decisions  and  index  cards  are  retained  indefinitely. 

System  managers)  and  address:  Chairman,  Department  of  the  Navy 
Employee  Appeals  Review  Board 

Notification  procedure:  Department  of  the  Navy  Employee  Appeals 
Review  Board,  Washington,  D.  C.  20360.  Must  provide  full  name, 
employing  office,  and  appropriate  indentification  card. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Employing  activities.  Civil  Service  Com¬ 
mission,  OCMM. 
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Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N 64 980  CONCESSION  VEH 
System  name:  Duty  Free  Vehicle  Log 
System  location:  Commanding  Officer,  U.S.  Naval  Aviation 
Weapons  Facility,  FPO  New  York  09515 
Customs  Officer,  HMS  Customs  and  Excise,  Campbeltown,  Ar¬ 
gyll,  Scotland 

Categories  of  individuals  covered  by  the  system:  Individuals  sta¬ 
tioned  aboard  NAVAVNWPNSFAC  Machrihanish  who  own  vehicles 
purchased  or  imported  into  the  United  Kingdom  duty  free. 

Categories  of  records  in  the  system:  Single  line  entry  on  loose  leafe 
pages  listing:  Name  and  rank/rate  of  individual;  make,  year  and  re¬ 
gistration  of  vehicle;  status  (bought  new  in  UK  or  imported)  of  vehi¬ 
cle;  and  date  of  purchase  or  importing. 

Authority  for  maintenance  of  the  system:  5USC301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  assist  local  customs  of¬ 
ficials  to  protect  against  the  illegal  transfer  of  duty-free  vehicles  to 
UK  citizens. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folder 
Retrievability:  Name 

Safeguards:  The  records  are  maintained  in  an  office  that  is  locked 
when  not  manned. 

Retention  and  disposal:  Pen  and  ink  changes  are  made  to  records 
until  complete  page  must  be  retyped.  Old  pages  are  then  destroyed 
by  shredding  or  burning.  Retention  period  dependent  upon  number  of 
changes  occuring.  Method  of  disposal  by  local  customs  official  unk¬ 
nown. 

System  manager(s)  and  address:  Commanding  Officer,  U.S.  Naval 
Aviation  Weapons  Facility,  FPO  New  York  09515 
Notification  procedure:  Individuals  wishing  to  learn  if  records  con¬ 
cerning  them  are  still  retained  may  contact  the  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Information  is  obtained  from  documents 
provided  by  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 
N64980GAS  RATION  FILE 
System  name:  Gasoline  Ration  System 
System  location:  Commanding  Officer,  U.S.  Naval  Aviation 
Weapons  Facility,  FPO  New  York  09515 
Categories  of  individuals  covered  by  the  system:  All  personnel  sta¬ 
tioned  aboard  NAVAVNWPNSFAC  Machrihanish  who  own  private 
vehicles  and  wish  to  purchase  Navy  Exchange  Gasoline. 

Categories  of  records  in  the  system:  Record  on  each  individual  con¬ 
tains  information  on:  vehicle  description;  dates  of  vehicle  insurance, 
inspection  and  tax;  United  Kingdom  address  of  individual  and 
amount  of  gasoline  allowed. 

Authority  for  maintenance  of  the  system:  5USC301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  by 
Transportation  Officer  to  allocate  ration  coupons  to  authorized 
pesonnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Index  cards  in  holder. 

Retrievability:  Name 

Safeguards:  Locked  in  combination  safe  in  an  office  which  is 
locked  when  unmanned.  Only  Transportation  Officer  knows  com¬ 
bination  to  safe. 

Retention  and  disposal:  Records  are  destroyed  by  shredding  or 
burning  approximately  one  year  after  transfer  of  individual. 

System  manager^)  and  address:  Commanding  Officer,  U.S.  Naval 
Aviation  Weapons  Facility,  FPO  New  York  09515 
Notification  procedure:  Individuals  wishing  to  ascertain  if  records 
concerning  them  are  still  retained  may  contact  the  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 


Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Information  concerning  vehicles,  in¬ 
surance,  inspection  and  tax  is  copied  from  the  appropriate  document 
as  provided  by  the  individual.  Other  information  is  received  from  the 
individual  directly. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N 64980R ATION  PRMT  LOG 
System  name:  Application  for  U.S.  Navy  Ration  Permit 

System  location:  Commanding  Officer,  U.S.  Naval  Aviation 
Weapons  Facility,  FPO  New  York  09515 

Categories  of  individuals  covered  by  the  system:  All  personnel  sta¬ 
tioned  at  NAVAVNWPNSFAC  Machrihanish  desiring  to  utilize  U.S. 
Navy  Exchanges  in  the  United  Kingdom. 

Categories  of  records  in  the  system:  Record  includes:  Name, 
rank/rate,  SSN,  date  of  birth  (if  under  18),  and  marital  status  of  ser¬ 
viceman;  location,  name,  relationship,  date  of  birth  (if  under  18)  and 
ID  card  number  of  dependents. 

Authority  for  maintenance  of  the  system:  5USC301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  prepare  ration 
cards  used  in  U.S.  Military  Exchanges  in  the  U.K.  and  to  maintain  a 
record  in  case  of  loss  of  those  cards. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Index  cards  in  file  box. 

Retrievability:  Name 

Safeguards:  Maintained  in  an  office  that  is  locked  when  unmanned. 

Retention  and  disposal:  Cards  are  destroyed  by  shredding  or  burn¬ 
ing  upon  transfer  of  serviceman. 

System  manager(s)  and  address:  Commanding  Officer,  U.S.  Naval 
Aviation  Weapons  Facility,  FPO  New  York  09515 

Notification  procedure:  Records  are  held  only  on  persnne!  currently 
stationed  at  NAVAVNWPNSFAC  Machrihanish  who  can  enquire  at 
the  Administrative  Office  concerning  the  records. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  The  information  is  provided  by  the  ser¬ 
viceman. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N65872SA 14102 

System  name:  Project  Analysis  and  Control  System  (PAC) 

System  location:  Naval  Material  Command  Support  Activity,  Data 
Processing  Group,  Washington,  D.  C.  20360 

Categories  of  individuals  covered  by  the  system:  Civilian  employees 
in  the  activity  who  work  in  the  Computer  Systems  Analyst,  Com¬ 
puter  Specialist,  Computer  Programmer,  and  Computer  Technician 
career  Fields. 

Categories  of  records  in  the  system:  System  comprises  information 
required  to  provide  status  of  NMCSA-DPG  development  projects 
and  analysis  to  determine  capability  to  meet  target  dates.  Provides  in¬ 
ventory  of  NMCSA,  DPG  Analysts,  Programmers  and  Branch  and 
Division  workload  status. 

Authority  for  maintenance  of  the  system:  Title  5,  U.S.C.,  section 
301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Automatic  Data  Processing 
Development  Workload  Resources  Planning  and  Control. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  are  stored  on  magnetic  tape  and  mag¬ 
netic  discs.  Input  transcripts  are  filed  for  30  days  and  destroyed. 

Retrievability:  Automated  records  are  entered,  retrived  and 
analyzed  by  Social  Security  Number.  Manual  Records  are  filed  for  30 
days  and  then  destroyed. 

Safeguards:  The  computer  facility  is  a  secure  area  and  only 
authorized  personnel  are  allowed  entry.  Input  records  are  filed  in 
same  area. 
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Retention  and  disposal:  This  is  a  management  system  used  for 
planning  and  controlling  development  resources.  History  file  is  main¬ 
tained  as  long  as  desired.  Active  file  is  purged  and  updated  weekly. 

System  managers)  and  address:  Data  Processing  Group  Deputy 
Director  for  Systems,  Naval  Material  Command  Support  Activity, 
Department  of  the  Navy,  Washington,  D.C.  20360 

Notification  procedure:  Records  in  this  system  are  all  employees  of 
the  Data  Processing  Group  Director.  These  employees  are  aware  of 
the  records  in  this  system. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Resources  Control  Branch,  individual 
mput. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N65872SA14203 

System  name:  Employee  Salary  and  Overtime  Report/Budget  Book 

System  location:  Navy  Material  Command  Support  Activity,  Data 
Processing  Group,  Department  of  the  Navy,  Washington,  D.C.  20360 

Categories  of  individuals  covered  by  the  system:  NMCSA  civilian 
employees  in  SA-14  (Data  Processing  Group)  are  identified  by  name, 
grade,  position  and  salary. 

Categories  of  records  in  the  system:  The  non-automated  system 
reflects  the  employees  name,  position  of  employ,  series/  grade, 
payroll  number,  entrance  on  duty,  termination  date,  block  number, 
annual  and  bi-weekly  salary. 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Compile  data  in  support  of 
NAVMAT  and  SECNAV  instructions  dealing  with  manpower  expen¬ 
ditures  involved  in  ADP  operations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Manual  records  are  maintained  in  three  ring  binder  stored 
in  legal  file  cabinet. 

Retrievability:  Manual  records  are  retrieved  by  last  name. 

Safeguards:  Manual  records  are  stored  in  locked  legal  file,  access 
on  a  need  to  know  basis. 

Retention  and  disposal:  Manual  records  are  maintained  for  three 
years  and  then  disposed  of. 

System  manager(s)  and  address:  Director  of  Administration,  Data 
Processing  Group,  Naval  Material  Command  Support  Activity,  De¬ 
partment  of  the  Navy,  Washington,  D.C.  20360 

Notification  procedure:  No  procedures  exist.  Data  has  been  accu¬ 
mulated  for  budgetary  purposes. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Information  gained  from  NMSCA  payroll 
listing. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N65872SA14304 

Svstem  name:  Salary  Report  for  Budget  for  PARS,  IMMS  and  non- 
ADP 

System  location:  Naval  Material  Command  Support  Activity,  Data 
Processing  Group,  Department  of  the  Navy,  Washington,  D.  C.  20360 

Categories  of  individuals  covered  by  the  system:  NMCSA  civilian 
employees  in  SA-14  (Data  Processing  Group)  are  identified  by  nam£, 
grade,  position  and  salary. 

Categories  of  records  in  the  system:  The  manual  system  maintains 
employees  name,  position,  series/grade,  payroll  number,  block 
number,  entrance  on  duty,  termination,  annual  and  bi-weekly  salary. 

Authority  for  maintenance  of  the  svstem:  NAVMATINST  4860.12A 
and  SECNAVINST  5238.1  A 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Compile  data  in  support  of 
manpower  requirement  portion  of  ADP  budget  submission. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 


Storage:  Manual  records  are  maintained  in  file  folder  stored  in  legal 
file  cabinet. 

Retrievability:  Manual  records  are  retrieved  by  last  name. 

Safeguards:  Manual  records  are  stored  in  locked  legal  file,  access 
on  a  need  to  know  basis. 

Retention  and  disposal:  Manual  records  are  maintained  for  three 
years  and  then  disposed  of. 

System  manager! s)  and  address:  Director  of  Administration,  Data 
Processing  Group,  Naval  Material  Command  Support  Activity,  De¬ 
partment  of  the  Navy,  Washington  D.  C.  20360 

Notification  procedure:  No  procedures  exist.  Data  has  been  accu¬ 
mulated  for  budgetary  purposes. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Information  gained  from  NMCSA  payroll 
listing. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N65872SA53105 

System  name:  VGA  Personnel  and  Manpower  Information  System 
(PERMIS). 

System  location:  Central  Computer  Facility  •  Naval  Material  Com¬ 
mand  Support  Activity,  Department  of  the  Navy,  Washington,  D.C. 
20360;  Program  Director  -  Civilian  Personnel  Group,  Code  SA-53B; 
ADP  -  Data  Processing  Group,  Code  SA-14. 

Input-Ooutput  Terminals  -  Naval  Material  Command,  Washington, 
D.C.  20360;  Naval  Material  Command  Support  Activity,  Washington, 
D.C.  20360;  Naval  Air  Systems  Command,  Washington,  D.C.  20360; 
Naval  Sea  Systems  Command,  Washington,  D.C.  20360;  Naval 
Facilities  Engineering  Command,  Arlington,  Va.  22332;  Naval  Supply 
Systems  Command.  Washington,  D.C.  20376;  Naval  Electronics 
Systems  Command,  Washington,  D.C.  20360;  Naval  Ship.  Engineer¬ 
ing  Center,  Hyattsville,  MD  20782. 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  of  the  activity  or  activities  provided  personnel  service  by  the 
Civilian  Personnel  Office  of  a  Naval  Activity  with  a  PERMIS  ter¬ 
minal; 

All  military  personnel  on  active  duty  stationed  at  or  assigned  to  an 
activity  provided  personnel  service  by  the  Civilian  Personnel  Office 
of  a  Naval  Activity  with  a  PERMIS  terminal. 

Categories  of  records  in  the  system:  Individual  military  assignment- 
related  automated  records  containing  that  data  which  is  also  used  to 
produce  the  Officer  Distribution  Control  Report  (ODCR); 

Individual  civilian  employee  automated  records,  including  personal 
job-related,  military  status,  education,  training,  and  related  data; 
Computer  outputs  displaying  information  from  PERMIS  automated 
records;  Microfiche  of  computer  outputs  displaying  information  from 
PERMIS  automated  records. 

Punched  cards  containing  PERMIS  data;  Optical  scanning  sheets 
containing  leave  data. 

Authority  for  maintenance  of  the  system:  Title  S,  U.S.C.,  section 
302,  ’Delegation  of  authority  to  subordinate  officials  of  head  of  agen¬ 
cy  for  employment,  direction,  and  general  administration  of  person¬ 
nel’; 

Title  S,  U.S.C.,  section  301,  (records  and  reports-custody,  use  and 
preservation); 

Executive  Order  9397,  ’Numbering  System  for  Federal  Accounts 
Relating  to  Individual  Persons’; 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  the  purposes  of  in¬ 
creased  effectiveness  and  efficiency  by  automating  certain  processes 
within  the  operating  civilian  personnel  offices  and  providing  manage¬ 
ment  information:  Officials  and  employees  of  activities  serviced  by 
the  Civilian  Personnel  Office  in  the  performance  of  their  official  du¬ 
ties  related  to  management  and  administration  of  civilian  personnel 
programs;  the  providing  of  staff  support  in  the  area  of  management, 
manpower,  budget,  administrative  services,  military  manpower, 
Equal  Employment  Opportunity,  and  any  other  staff  and  line  opera¬ 
tions  requiring  the  management  of  civilian  personnel;  the  design, 
development,  maintenance,  and  operation  of  the  (manual  and)  auto¬ 
mated  system  of  records;  and  administration  of  grievances,  appeals, 
and  litigation  involving  the  disclosure  of  records  of  the  PERMIS 
system.  Officials  and  employees  of  other  Naval  activities  in  their 
request  for  pre-employment  data,  or  in  the  processes  involved  in  the 
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transfer  of  an  employee  from  a  PERMIS-covered  activity  to  one  of 
those  other  activities;  their  performance  of  studies  and  tasks  relative 
to  leave  held  or  taken  by  civilian  employees;  and  their  usage  of  data 
to  manage  Navy  civilian  manpower  programs,  and  to  provide  civilian 
manpower  reports  and  statistical  data  to  the  United  States  Civil  Ser¬ 
vice  Commission,  Office  of  Management  and  Budget,  etc. 

Officials  and  employees  of  any  component  of  the  Department  of 
Defense-Performance  of  their  official  duties. 

Representatives  of  the  Civil  Service  Commission  -  Matters  relating 
to  the  inspection,  survey,  audit  or  evaluation  of  Navy  civilian  per¬ 
sonnel  management  programs,  or  pesonnel  actions,  or  such  other 
matters  under  the  jurisdiction  of  the  Commission.  The  Comptroller 
General  or  any  of  his  authorized  representatives  •  Performance  of 
duties  of  the  General  Accounting  Office  relating  to  the  Navy’s 
civilian  manpower  management  programs. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  -  Litigation,  law  enforcement,  or  other  matters  under 
the  direct  jurisdiction  of  the  Department  of  Justice,  or  carried  out  as 
the  legal  representative  of  the  Executive  Branch  agencies.  Officials 
and  employees  of  other  departments  and  agencies  of  the  Executive 
branch  of  government  -  upon  request,  in  the  performance  of  their  of¬ 
ficial  duties. 

Hearing  Examiner  or  Arbitrator  (duly  appointed  employee  of 
«-  another  federal  agency)  -  conduct  a  hearing  in  connection  with  an 
employee’s  appeal  involving  disclosure  of  records  of  the  PERMIS 
system. 

Arbitrator  given  a  contract  pursuant  to  a  negotiated  labor  agree¬ 
ment  •  hear  an  employee’s  grievance  involving  disclosure  of  the 
records  of  the  PERMIS  system. 

Senate  or  House  of  Representatives  of  the  U.S.  or  any  committee 
or  sub-committee  thereof,  any  joint  committee  of  congress  or  sub¬ 
committee  of  joint  connittee  -  matters  within  their  jurisdiction  requir¬ 
ing  disclosure  of  files  or  records  of  the  PERMIS  system. 

Law  enforcement  or  investigatory  authorities  -  investigation  and 
possible  criminal  prosecution,  civil  court  action  or  regulatory  order. 

Marine  Corps  -  produce  microfiche  from  documents. 

Department  of  the  Army  -  optical  scanning  of  documents  and 
recording  of  data  on  magnetic  tape. 

DESCOMP  INC  (a  contractor)  and  its  employees  -  punch  cards 
and  key-to-disc  recording  of  data  from  documents. 

Chesapeake  and  Potomac  Telephone  Co  (a  contractor)  and  its  em¬ 
ployees  •  Telecommunication  transmission  of  data  between  the  cen¬ 
tral  computer  facility  and  the  remote  terminals. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Computer  magnetic  discs;  computer  magnetic  tapes;  com¬ 
puter  magnetic  cards;  punched  cards;  computer  paper  printouts; 
microfiche;  optical  scanning  sheets. 

Retrievability:  Automated  records  are  accessed  and  retrieved  by 
social  security  account  number,  position  number,  military  billet 
number,  or  by  a  combination  of  characteristics  such  as  occupation 
code,  grade,  year  of  birth,  and  level  of  education. 

Computerized  indices  are  required  to  retrieve  individual  records 
from  the  automated  system; 

Microfiche  are  filed  alphabetically  by  last  name  of  employee;  com¬ 
puter  paper  printouts  are  filed  at  random.  Information  can  be 
retrieved  from  them  by  name,  social  security  account  number,  or  or¬ 
ganization  code. 

Punched  cards  and' optical  scanning  sheets  are  accessible  by  social 
security  account  number  and  name. 

Safeguards:  The  computer  facility  is  located  in  a  restricted  area  ac¬ 
cessible  only  to  authorized  persons  that  are  properly  screened, 
cleared  and  trained. 

Computer  fail-safe  systems  software  is  employed  to  insure  that 
only  authorized  personnel  are  able  to  obtain  data  via  the  terminals. 

Computer  printouts,  microfiche,  punched  cards,  and  optical 
scanning  sheets  are  available  only  to  authorized  personnel  having  a 
need  to  know. 

Retention  and  disposal:  The  records  on  punched  paper  cards,  mag¬ 
netic  cards,  and  magnetic  tapes  are  transferred  to  the  magnetic  discs, 
where  they  are  maintained  permanently; 

The  microfiche  will  be  maintained  as  long  as  they  provide  useful 
information  and  will  then  be  destroyed  by  mechanical  or  related 
means; 

The  computer  paper  printout  and  paper  card  output  are  maintained 
for  relatively  short  periods  of  time,  generally  ranging  from  one  day 
to  three  months,  and  are  then  recycled. 

System  managers)  and  address:  Commanding  Officer,  Naval 
Material  Command  Support  Activity.\  Department  of  the  Navy, 
Washington,  D.C.  20360;  and  Civilian  Personnel  Offices. 


Notification  procedure:  Request  from  individuals  should  be  ad¬ 
dressed  to  the  above  system  manager  (SYSMANAGER);  written 
request  for  information  should  contain  the  full  name,  address,  and 
signature  of  the  individual;  the  individual  requester  may  visit  the 
civilian  personnel  office  of  one  of  the  activities  listed  under  LOCA¬ 
TION.  The  street  address  for  the  Naval  Material  Command  Support 
Activity  is  4040  N.  Fairfax  Drive,  Arlington,  Virginia  (note  that  this 
is  an  address  for  personal  visits  only;  it  is  not  acceptable  as  a  mailing 
address);  for  personal  visits,  the  individual  must  present  as  proof  of 
identity  his  or  her  Department  of  Defense  or  Navy  building  pass  or 
identification  badge,  or  driver’s  license  or  other  type  of  identification 
bearing  a  picture  or  signature,  or  other  data  sufficient  to  insure  that 
the  individual  is  the  subject  of  the  inquiry. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contestng 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Navy  Civilian  Personnel  Offices;  auto¬ 
mated  system  interface  (Navy  military  personnel);  Navy  manpower 
offices,  Navy  military  personnel  offices;  supervisors,  -schools,  and 
colleges. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N66001  TECHAUTHIND 

System  name:  Technical  Paper/Author  Cross  Index  System 
System  location:  Commander,  Naval  Undersea  Center,  San  Diego, 
California  92132 

Categories  of  individuals  covered  by  the  system:  NUC  personnel, 
past  and  present,  who  have  authored  unclassified  technical  papers. 

Categories  of  records  in  the  system:  Author’s  name,  title  of  paper 
and  administrative  control  number  for  the  paper. 

Authority  for  maintenance  of  the  system:  5  USC  301,  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  quickly  locate  a  techni¬ 
cal  paper  for  a  requestor  if  author  is  known  and  title  is  unknown. 
Requestors  include  Center  technical  and  management  personnel,  and 
Center’s  technical  writing/editing  group. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Index  card  file 
Retrievability:  Name 

Safeguards:  Considered  as  normally  accessible  office  record. 

Retention  and  disposal:  Permanent 

System  managerfs)  and  address:  Public  Affairs  Officer,  Naval  Un¬ 
dersea  Center,  San  Diego,  California  92132 
Notification  procedure:  Individuals  may  visit  or  call  office  or 
system  manager,  identify  themselves  by  giving  their  name,  and  ob¬ 
tain  information  concerning  their  records. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Information  obtained  from  technical 
papers  when  submitted  to  this  office  for  public  release. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N66123  CONGBIOD  AT  A 

System  name:  Congressional  Biographical  Data  Index 
System  location:  Office  of  Legislative  Affairs 
Department  of  the  Navy 
Pentagon,  Room  5C831 
Washington,  D.C.  20350 

Categories  of  individuals  covered  by  the  system:  Members  of  the 
U.S.  Senate  and  the  U.S.  House  of  Representatives 
Categories  of  records  in  the  system:  Brief  outline  of  major  bio¬ 
graphical  facts  such  as  year  elected  to  Congress,  party  affiliation, 
current  committee  assignment,  hometown,  voting  record,  names  of 
spouse  and  children,  etc. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301 ,  Departmen¬ 
tal  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Department  of 
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the  Navy  personnel  to  prepare  introductions  of  Members  of  Congress 
delivering  addressees  at  Navy  events  such  as  ship  commissioning 
ceremonies,  to  prepare  for  visits  of  official  Congressional  delegations 
to  naval  commands,  to  prepare  for  official  calls  upon  Congressmen, 
and  for  Congressional  liaison  by  members  of  the  Department  of  the 
Navy. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  Folders 
Retrievability:  Name 

Safeguards:  Material  is  all  in  the  public  domain.  No  safeguards 
required. 

Retention  and  disposal:  As  long  as  individual  is  a  member  of  Con¬ 
gress. 

System  manager(s)  and  address:  Chief  of  Legislative  Affairs 
Department  of  the  Navy 
Pentagon,  Room  5C831 
Washington,  D.C.  20350 

Notification  procedure:  Contact  SYSMGR:  Full  name 
Office  of  the  Chief  of  Legislative  Affairs 
Navy  Department,  The  Pentagon 
No  proof  of  identification  required 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Congressional  Directory 
Congressional  Quarterly 
Congressional  Record 
News  media 

Official  biographies  provided  by  Congressmen’s  offices 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N 66123  PRIV  ATE  RELIEF 
System  name:  Private  Relief  Legislation 
System  location:  Office  of  Legislative  Affairs 
Department  of  the  Navy 
Pentagon.  Room  5C83I 
Washington.  D.C.  20350 

Categories  of  individuals  covered  by  the  system:  Individuals  con¬ 
cerning  whom  private  legislation  is  introduced  in  the  U.S.  Congress. 

Categories  of  records  in  the  system:  Letters  to  Congressional  Com¬ 
mittees.  expressing  the  views  of  the  department  concerning  the 
legislation  and  records  necessary  to  prepare  the  letters. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  Departmen¬ 
tal  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  File  maintained  to  prepare 
for  Congress  the  position  of  the  department  concerning  the  legisla¬ 
tion.  Routine  disclosures  are  made  to  Congress;  interested  Navy. 
Marine  Corps  and  DOD  Components;  OMB;  and  other  interested  ex¬ 
ecutive  agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders 
Retrievability:  Name 

Safeguards:  Access  generally  limited  to  personnel  of  the  Office  of 
Legislative  Affairs.  Stored  in  a  locked  office. 

Retention  and  disposal:  Retained  for  at  least  6  years  or  as  long  as 
the  legislation  is  active  if  more  than  6  years  and  then  moved  to 
Federal  Records  Center.  GSA  Accession  Section,  Washington.  D.C. 
20409 

System  managers)  and  address:  Chief  of  Legislative  Affairs 
Department  of  the  Navy 
Pentagon,  Room  5C831 
Washington,  D.C.  20350 

Notification  procedure:  System  Manager;  Full  name,  term  and  ses¬ 
sion  of  Congress  when  bill  introduced,  bill  number,  sponsor  of  bill  (if 
available);  Office  of  Legislative  Affairs.  Department  of  the  Navy. 
Pentagon.  Washington,  D.C.  Driver’s  license  or  similar  substitute. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 


Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Member  of  Congress;  individual  about 
whom  file  is  maintained  and  individuals  from  whom  he  solicits  infor¬ 
mation;  other  Navy,  Marine  Corps,  and  DOD  components;  OMB; 
and  other  interested  executive  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N66715.1RLPS 

System  name:  N66715  Namc/Lead  Processing  System 

System  location:  Navy  Recruiting  Command.  4015  Wilson  Bou¬ 
levard,  Arlington,  Virginia  22203 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  respohded  to  Navy  advertising,  requested  their  names  not  be 
used  in  future  Navy  advertising,  students  throughout  the  country 
who  may  be  qualified  for  enlistment,  first-term  enlistees  on  active 
duty  in  the  U.  S.  Navy,  veterans,  enlisted  discharged  personnel. 

Categories  of  records  in  the  system:  Automated  and  non-automated 
form  containing  personal  records  and  correspondence  on  both  educa¬ 
tion,  service,  and  Navy  program  information  on  potential  Navy  appli¬ 
cants. 

Authority  for  maintenance  of  the  system:  10  USC  5531  Recruiting 
campaigns;  use  of  advertising  agencies 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Navy  Recruiting  Command  in  the  performance  of  their  official 
duties  in  managing  the  recruitment  of  men  and  women  for  officer 
and  enlisted  programs  in  the  regular  and  reserve  components  of  the 
Navy. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  performance  of  the  duties  of  the 
General  Accounting  Office  relating  to  management  of  the  Navy's 
military  recruiting  program. 

Officials  and  employees  of  other  components  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  the 
Navy’s  recruiting  program. 

Civilian  contractors  and  their  employees  who  manage  automated 
and  manual  categories  of  records  in  accordance  with  an  approved, 
official  contract  with  the  U.  S.  Government. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  are  maintained  on  disks,  magnetic  tape 
or  on  punched  cards  in  a  limited  access  area. 

Computer  print  outs  are  stored  in  locked  filing  cabinets. 

Retrievability:  Information  can  be  accessed  by  name,  program  and 
social  security  account  number. 

Safeguards:  Lists  and  files  are  handled  with  maximum  security  dur¬ 
ing  processing  and  storage,  and  are  accessible  to  routine  users  only 
and  then  only  through  a  selected  group  of  individuals  charged  with 
security  of  the  lists.  Files  are  stored  in  a  limited  access  area  and 
coded  so  that  only  several  persons  have  both  knowledge  of  the  code 
and  access  to  the  files. 

Retention  and  disposal:  A  record  is  maintained  of  all  outgoing  auto¬ 
mated  responses,  and  disposed  of  in  accordance  with  Departmental 
Regulations. 

Compiled  lists  and  commercial  purchased  lists  are  maintained  for 
certain  period  of  time  depending  on  the  usefulness  and  currentness 
of  the  information,  and  disposed  of  in  accordance  with  Departmental 
Regulations. 

System  managers)  and  address:  Director.  Recruiting  Adverstising 
Department.  Navy  Recruiting  Command.  4015  Wilson  Boulevard. 
Arlington,  Virginia  22203 

Notification  procedure:  Requests  should  be  addressed  to:  Director. 
Recruiting  Advertising  Department,  Navy  Recruiting  Command.  4015 
Wildon  Boulevard.  Arlington,  Virginia  22203. 

Requester  is  required  to  provide  a  full  name,  address,  and  signa¬ 
ture. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  SYSMANAGER 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER 

Record  source  categories:  Parents,  influentials,  friends  and  as¬ 
sociates  of  the  subject  of  the  records  and  officials  and  employees  of 
the  Department  of  the  Navy,  Department  of  Defense,  and  the 
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Veterans  Administration  in  the  performance  of  their  official  duties 
and  as  specified  by  current  Instructions  and  regulations  promulgated 
by  competent  authority. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N66715.20SAS 

System  name:  N6671S.20SAS  Officer  Selection  and  Appointment 
System 

System  location:  Primary  System  •  Navy  Recruiting  Command, 
4015  Wilson  Boulevard,  Aldington,  Virginia  22203  Decentralized  Seg¬ 
ments  -  Headquarters,  Navy  Recruiting  Areas;  Navy  Recruiting  Dis¬ 
tricts  and  subsidiary  offices;  Armed  Forces  Entrance  and  examining 
Centers;  Bureau  of  Naval  Personnel;  Bureau  of  Medicine  and  Sur¬ 
gery;  National  Personnel  Records  Centers;  Naval  Reserve  Units; 
Naval  Education  and  Training  Activities;  NROTC  Units;  Naval  Sea 
System  Command  headquarters.  Nuclear  Power  Directorate;  Naval 
Intelligence  Co>nJnand  and  subsidiary  activities;  Department  of 
Defense  Medical  Examination  Review  Board. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  made  application  for  direct  appointment  to  commissioned  grade 
in  the  Regualr  Navy  or  Naval  Reserve,  applied  for  officer  candidate 
program  leading  to  commissioned  status  in  the  U.S.  Naval  Reserve, 
applied  for  a  Navy/Marine  Corps  sponsored  NROTC  scholarship  pro¬ 
gram  or  preparatory  school  program,  applied  for  interservice  transfer 
to  Regular  Navy  or  Naval  Reserve. 

Categories  of  records  in  the  system:  Records  and  correspondence  in 
both  automated  and  non-automated  form  concerning  any  applicant's 
personal  history,  education,  professional  qualifications,  physical 
qualifications,  mental  aptitude,  character  and  interview  appraisals, 
National  Agency  Checks  and  certifications  of  background  investiga¬ 
tions. 

Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code,  Sections  governing  authority  to  appoint  officers. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  duties  in 
managing  and  contributing  to  the  recruitment  of  qualified  men  and 
women  for  officer  programs  in  the  regular  and  reserve  components 
of  the  Navy. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  management  of  quality 
military  recruitment. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  fraudulent  enlistment  or 
other  matters  under  the  jurisdiction  of  such  agencies.  Officials  and 
employees  of  other  Departments  and  agencies  of  the  Executive 
Branch  of  government,  upon  request,  in  the  performance  of  their  of¬ 
ficial  duties  related  to  the  management  of  quality  military  recruit¬ 
ment. 

Officials  and  employees,  of  the  Veterans  Administration  and  Selec¬ 
tive  Service  Administration  in  the  performance  of  their  official  duties 
related  to  enlistment  and  reenlistment  eligibility  and  related  benefits. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  on  matters  within  their  jurisdic¬ 
tion  requiring  disclosure  of  files  or  records  of  personnel  covered  by 
this  system. 

Such  civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved  official  contract  with  the 
U.S.  Government. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  are  stored  on  magnetic  tape;  paper 
records  are  stored  in  file  folders. 

Retrievability:  Name  and  social  security  number  applicant 

Safeguards:  Records  kept  in  file  cabinets  and  offices  locked  after 
working  hours.  Based  on  requirements  of  user  activity,  some 
buildings  have  24-hour  security  guards. 

Retention  and  disposal:  Application  records  maintained  six  months; 
after  six  months,  summary  sheets  maintained  for  5  years  at  National 
Record  Storage  Center.  NROTC  application  records  kept  for  current 
year  only.  Correspondence  files  maintained  for  two  years. 

System  manager(s)*  and  address:  Commander,  Navy  Recruiting 
Command,  4015  Wilson  Boulevard,  Arlington,  Virginia  22203 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Commander  Naval  Recruiting  Command  (Attn:  Privacy 
Act  Coordinator),  4015  Wilson  Boulevard,  Arlington,  Va.  22203;  or, 
to  applicable  Naval  Recruiting  District  as  listed  under  U.S.  Govern¬ 


ment  in  white  pages  of  telephone  book.  Letter  should  contain  full 
name,  address,  social  security  account  number  and  signature. 

The  individual  may  visit  Commander,  Navy  Recruiting  Command, 
4015  Wilson  Boulevard,  Arlington,  Va.  22203.  Proof  of  identification 
will  consist  of  picture-bearing  or  other  official  identification. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Navy  Recruiting  personnel  and  em¬ 
ployees  processing  application;  Medical  personnel  conducting  physi¬ 
cal  examination  and  private  physicians  providing  consultations  or  pa¬ 
tient  history;  character  and  employer  references  named  by  appli¬ 
cants;  educational  institutions,  staff  and  faculty  members;  Selective 
Service  Commission  local  state,  and  Federal  law  enforcement  agen¬ 
cies;  prior  to  current  military  service  record;  members  of  Congress; 
Commanding  Officer  of  Naval  Unit,  if  active  duty;  Department  of 
Navy  offices  charged  with  personnel  security  clearance  functions. 
Other  officials  and  employees  of  the  Department  of  the  Navy,  De¬ 
partment  of  Defense,  and  components  thereof,  in  the  performance  of 
their  official  duties  and  as  specified  by  current  instructions  and  regu¬ 
lations  promulgated  by  competent  authority. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N66715.3RESS 

System  name:  N66715  Recruiting  Enlisted  Selection  System 

System  location:  Primary  System  -  Commander  Navy  Recruiting 
Command  Decentralized  Segments  -  Navy  Recruiting  Area  Comman¬ 
ders,  Navy  Recruiting  District  Headquarters,  Navy  Recruiting  ’A’ 
Stations,  Navy  Recruiting  Branch  Stations,  AFEES. 

Categories  of  individuals  covered  by  the  system:  Records  and 
corespondencc  pertaining  to  prospective  applicants,  applicants  for 
regular  and  reserve  enlisted  programs,  and  any  other  individuals  who 
have  initiated  correspondence  pertaining  to  enlistment  in  the  United 
States  Navy. 

Categories  of  records  in  the  system:  Records  and  correspondence  in 
both  automated  and  non-automated  form  concerning  personal  histo¬ 
ry,  education,  professional  qualifications,  mental  aptitude,  physical 
qualifications,  character  and  interview  appraisals,  National  Agency 
Checks  and  certifications,  service  performance  and  congressional  or 
special  interests. 

Authority  for  maintenance  of  the  system:  Sections  504,  505,  508, 
and  510  of  Title  10,  U.S.C.  which  prescribe  qualifications  for  enlist¬ 
ments  in  the  Armed  Forces. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  duties  in 
managing  and  contributing  to  the  recruitment  of  qualified  men  and 
women  for  enlistment  in  the  regular  and  reserve  components  of  the 
Navy.  The  Comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  management  of  quality 
military  recruitment. 

The  Attorney  General  of  the  United  States  of  his  authorized 
representatives  in  connection  with  litigation,  fraudulent  enlistment  or 
other  matters  under  the  jurisdiction  of  such  agencies.  Officials  and 
employees  of  other  Departments  and  agencies  of  the  Executive 
Branch  of  government,  upon  request,  in  the  performance  of  their  of¬ 
ficial  duties  related  to  the  management  of  quality  military  recruit¬ 
ment. 

Officials  and  employees  of  the  Veterans  Administration  and  Selec¬ 
tive  Service  Administration  in  the  performance  of  their  official  duties 
related  to  enlistment  and  reenlistment  eligibility  and  related  benefits. 

The  senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  on  matters  within  their  jurisdic¬ 
tion  requiring  disclosure  of  files  or  records  of  personnel  covered  by 
this  system. 

Such  civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved  official  contract  with  the 
U.S.  Government. 

Poikies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  are  stored  on  magnetic  tape;  paper 
records  are  stored  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  subject 
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Safeguards:  Records  are  accesible  only  to  authorized  personnel 
within  the  Navy  Recruiting  Command  and  are  handled  with  security 
procedures  appropriate  for  documents  classified  ’For  Offical  Use 
Only’ 

Retention  and  disposal:  Records  are  normally  maintained  for  two 
years  and  then  destroyed. 

System  manager(s)  and  address:  Commander,  Navy  Recruiting 
Command.  4015  Wilson  Boulevard,  Arlington.  Virginia  22203 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Commander  Naval  Recruiting  Command  (Attn:  Privacy 
Act  Coordinator),  4015  Wilson  Boulevard.  Arlington.  VA  22203;  or. 
to  applicable  Naval  Recruiting  District  as  listed  under  U.  S.  Govern¬ 
ment  in  white  pages  of  telephone  book.  Letter  should  contain  full 
name,  address,  social  security  account  number  and  signature. 

The  individual  may  visit  Commander.  Navy  Recruiting  Command. 
4015  Wilson  Boulevard.  Arlington.  VA  22203.  Proof  of  identification 
will  consist  of  picture-bearing  or  other  official  identification. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Navy  Recruiting  personnel  and  Adminis¬ 
trative  Staff;  Medical  Personnel  conducting  physical  examinations 
and/or  Private  Physicians  providing  consultations  or  patient  history; 
Character  and  Employer  references;  Educational  institutions.  Staff 
and  Faculty  members;  Selective  Service  Commission;  Local,  State, 
and  Federal  Law  enforcement  agencies;  prior  or  current  military  ser¬ 
vice  records;  Members  of  Congress. 

Other  officials  and  employees  of  the  Department  of  the  Navy,  De¬ 
partment  of  Defense  and  components  thereof,  in  the  performance  of 
their  official  duties  and  as  specified  by  current  instructions  and  regu¬ 
lations  promulgated  by  competent  authority. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N66715.4RATS 

System  name:  N66715  Navy  Recruiting  Command  Attrition  Tracking 
System 

System  location:  Primary  System  -  Recruiting  Data  Systems.Com- 
mander.  Navy  Recruiting  Command.  4015  Wilson  Boulevard.  Arling¬ 
ton,  Virginia  22203 

Categories  of  individuals  covered  by  the  system:  Navy  Enlisted  Per¬ 
sonnel  who  attrite  during  Basic  Recruit  Training 

Categories  of  records  in  the  system:  File  consists  of  records  and 
correspondence  pertaining  to  individuals  discharged  at  Navy  Recruit 
Training  Centers.  Records  include  personal  and  service  information, 
education,  physical  and  mental  qualifications  and  circumstances  sur¬ 
rounding  discharge. 

Authority  for  maintenance  of  the  system:  Sections  504,  505.  508. 
and  510  of  Title  10.  U.S.C.  which  prescribes  qualification  for  enlist¬ 
ment  in  the  Armed  Forces. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  duties  in 
managing  and  contributing  to  the  recruitment  of  qualified  men  and 
women  for  the  regular  and  reserve  components  of  the  Navy. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  management  of  quality 
military  recruitment. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  fraudulent  enlistment  or 
other  matters  under  the  jurisdiction  of  such  agencies.  Officials  and 
employees  of  other  Departments  and  agencies  of  the  Executive 
Branch  of  government,  upon  request,  in  the  performance  of  their  of¬ 
ficial  duties  related  to  the  management  of  quality  military  recruit¬ 
ment. 

Officials  and  employees  of  the  Veterans  Administration  and  Selec¬ 
tive  Service  Administration  in  the  performance  of  their  official  duties 
related  to  enlistment  and  reenlistment  eligibility  and  related  benefits. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  on  matters  within  their  jurisdic¬ 
tion  requiring  disclosure  of  files  or  records  of  personnel  covered  by 
this  system. 

Such  civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved  official  contract  with  the 
U.  S.  Government. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Manual  Records  stored  in  file  cabinets  in  a  secure  govern¬ 
ment  building.  Automated  records  are  maintained  on  magnetic  tape. 

Retrievability:  Info  can  be  retrieved  by  Social  Security  Account 
Number.  Navy  Recruiting  Area  or  District  Recruit  Training  Center. 
Age.  Education.  Discharge  Reason  or  Date  of  Discharge. 

Safeguards:  Only  authorized  routine  users  arc  permitted  access  to 
the  records.  The  Headquarters  building  in  which  the  records  are 
located  has  a  24-hour  guard  which  prevents  unauthorized  access  to 
the  building. 

Retention  and  disposal:  Records  are  maintained  at  Headquarters, 
Navy.  Recruiting  Command  for  five  years,  and  then  destroyed. 
Records  at  Area  and  District  Headquarters  are  retained  for  one  year 
before  being  destroyed. 

System  manager(s)  and  address:  Director.  Recruiting  Data  Systems. 
Navy  Recruiting  Command.  4015  Wilson  Boulevard.  Arlington.  Vir¬ 
ginia  22203  Telephone:  202-692-4089 

Written  requests  for  information  should  contain  the  full  name,  so¬ 
cial  security  account  number  and  location  where  individual  was 
recruited,  and  signature. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  Agency’s  for  access  to  records  may 
be  obtained  from  System  Manager. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Discharge  Sections  at  Navy  Recruit 
Training  Commands  Other  officials  and  employees  of  the  Department 
of  the  Navy,  Department  of  Defense  and  components  thereof,  in  the 
performance  of  their  official  duties  and  as  specified  by  current  in¬ 
structions  and  regulations  promulgated  by  competent  authority. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N66715.5RCSS 

System  name:  N66715  Navy  Recruiting  Support  System 

System  location:  Headquarters.  Navy  Recruiting  Command.  4015 
Wilson  Boulevard.  Aarlington,  Virginia  22203 

Decentralized  Segments-Navy  Recruiting  Areas:  Navy  Recruiting 
Districts;  Navy  Recruiting  ’A’  Stations;  Navy  Recruiting  Branch  Sta¬ 
tions. 

Categories  of  individuals  covered  by  the  system:  Students  who  have 
taken  the  Armed  Forces  Vocational  Aptitude  Battery;  Naval  Reserve 
officers  nominated  by  District  Commanding  Officers  for  a  collateral 
duty  assignment  as  Recruiting  District  Assistance  Council  Chairmen 
(RDAC);  Enlisted  Personnel  selected  by  local  Navy  Recruiter  for 
participation  in  local  Navy  Recruiting  effort;  Community  leaders  and 
individuals  who-provide  assistance  to  Navy  Recruiters. 

Categories  of  records  in  the  system:  Name:  Social  Security  Numher; 
Address;  Pertinent  family  information:  Pertinent  military  information: 
Professional  and  education  affiliations  and  experience. 

Authority  for  maintenance  of  the  system:  Sections  504.  505.  508  and 
510  of  Title  10  U.S.C.  which  prescribe  qualifications  for  enlistment  in 
Armed  Forces;  Section  5531  of  Title  10  U.S.C.,  Recruiting  cam¬ 
paigns:  (a)  The  Secretary  of  the  Navy  shall  conduct  intensive  recruit¬ 
ing  campaigns  to  obtain  enlistments  in  the  Regular  Navy  and  the 
Regular  Marine  Corps.’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  field  recruiters 
with  various  vehicles  of  recruiting  support;  to  familiarize  Navy 
Recruiters  with  community  leaders;  to  provide  a  thorough  interface 
between  the  Navy  and  the  community;  to  promote  the  Navy  among 
the  members  of  the  civilian  community:  to  provide  educators  with  a 
measure  of  the  vocational  aptitude  of  their  students  through  adminis¬ 
tration  of  the  Armed  Services  Vocational  Aptitude  Battery;  cultivate 
community  awareness;  to  assign  inactive  Reserve  officers  to  Recruit¬ 
ing  support  functions  as  Recruiting  District  Assistance  Council  Chair¬ 
men;  to  facilitate  liaison  with  various  business  and  social  and  educa¬ 
tion  cultures  in  the  community;  obtain  media  support  for  the  Navy 
Recruiting  Command;  Assist  the  local  recruiter  in  anyway  the 
recruiter  feels  necessary;  to  generate  prospective  applicants  for  the 
United  States  Navy.  Enlisted/Officer  Navy  Recruiters;  Navy  Recruit¬ 
ing  District  Commanding  Officers;  Navy  Recruiting  Area  Comman¬ 
ders;  Navy  Recruiting  Headquarters  staff  personnel;  Naval  Reserve 
Officers  filling  official  recruiting  support  functions. 

Officials  and  employees  of  the  Department  of  the  Navy  in  the  per¬ 
formance  of  their  duties  in  managing  and  contributing  to  the  recruit- 


FEDERAL  REGISTER  VOL.  40,  NO.  160 -MONDAY,  AUGUST  18,  1975 


DEPARTMENT  OF  DEFENSE 


35965 


ment  of  qualified  men  and  women  for  officer  programs  in  the  regular 
and  reserve  components  of  the  Navy. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  management  of  quality 
military  recruitment. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  fraudulent  enlistment  or 
other  matters  under  the  jurisdiction  of  such  agencies.  Officials  and 
employees  of  other  Departments  and  agencies  of  the  Executive 
Branch  of  government,  upon  request,  in  the  performance  of  their  of¬ 
ficial  duties  related  to  the  management  of  quality  military  recruit¬ 
ment. 

Officials  and  employees  of  the  Veterans  Administration  and  Selec¬ 
tive  Service  Adminitration  in  the  performance  of  their  official  duties 
related  to  enlistment  and  reenlistment  eligibility  and  related  benefits. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any -committee  or  subcommittee  thereof  on  matters  within  their  ju¬ 
risdiction  requiring  disclosure  of  files  or  records  of  personnel 
covered  by  this  system. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  cabinets  and  magnetic  tape 

Retrievability:  Information  can  be  accessed  by  name  and  social 
security  number 

Safeguards:  Lists  and  files  are  handled  with  discretion  and  accessi¬ 
ble  only  to  those  personnel  having  a  need  to  know. 

Retention  and  disposal:  Records  arc  retained  for  the  tenure  of  the 
individual  involved  or  in  the  case  of  high  school  Armed  Services  Vo¬ 
cational  Aptitude  Battery  lists  for  a  maximum  two-year  period  or 
until  information  is  no  longer  useful  for  recruiting  support. 

Magnetic  tapes  are  demagnetized;  other  manual  files  are  shredded 
or  burned  when  discarded. 

System  manager(s)  and  address:  Director,  Recruiting  Support  De¬ 
partment,  Navy  Recruiting  Command.  4015  Wilson  Boulevard, 
Arlington,  Virginia  22203  _ 

Notification  procedure:  Information  may  be  obtained  from: 
Director,  Recruiting  Support  Department,  Navy  Recruiting  Com¬ 
mand.  4015  Wilson  Boulevard,  Aldington,  Virginia  22203  Telephone: 
202/692-4795 

Requester  is  required  to  supply  full  name,  rank/rate  (if  applicable), 
address  and  social  security  number. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Subject  of  the  information;  Field 
Recruiters;  Area  Commanders/  District  Commanding  Officers;  Chief 
of  Naval  Personnel;  Chief  of  Naval  Reserve;  District  Commandants; 
Chief  of  Naval  Education  and  Training;  Vocational  Testing  Group; 
Recruit  Training  Commands;  Service  Schools  Commands  and  other 
officials  and  employees  in  the  Department  of  the  Navy  and  other 
components  of  the  Department  of  Defense  in  the  performance  of 
their  officials  duties  and  as  specified  by  current  instructions  and 
regulations  promulgated  by  competent  authority. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N 68056  005 

System  name:  Legal  Records  System 

System  location:  Commanding  Officer 

Naval  Regional  Medical  Center 

San  Diego,  CA  92134 

Categories  of  individuals  covered  by  the  system:  Patients,  visitors, 
staff  and  employees  of  Naval  Regional  Medical  Center,  San  Diego, 
CA  92134. 

Categories  of  records  in  the  system:  Incident  reports  and  in-house 
investigations;  records  of  Commanding  Officer’s  Nonjudicial  Punish¬ 
ment  and  appeals  thereof;  files  of  litigation  and  potential  litigation. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  Departmen¬ 
tal  Regulations;  Federal  Tort  Claims  Act;  Medical  Care  Recovery 
Act;  Article  15,  UCMJ. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Some  are  protected  by  at¬ 
torney-client  relationship,  and  thus  are  not  released  without  consent 
of  client  or  used  in  any  way  other  than  original  purpose.  Incident  re¬ 
ports  used  for  internal  administration  of  Medical  Center  (to  correct 


errors  and  improve  procedures)  and  to  notify  attorney  of  incidents 
having  a  potential  for  legal  action.  In-house  investigations  used  to 
prepare  for  litigation.  Records  of  NJP  used  in  administering  Article 
15,  UCMJ,  punishment  and  for  referral  to  Military  Personnel  System 
(for  performance  evaluation,  administrative  separation,  etc.). 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  forms,  letters. 

Retrievability:  Name. 

Safeguards:  Available  to  staff  of  Staff  Judge  Advocate  (three  per¬ 
sons)  on  a  'need  to  know’  basis  only.  Otherwise,  maintained  in 
locked  cabinets  and/or  in  locked  rooms. 

Retention  and  disposal:  Retained  as  required;  destroyed  or  moved 
to  National  Personnel  Records  Center,  St.  Louis,  MO,  as  directed  by 
Department  Regulations. 

System  manager(s)  and  address:  Staff  Judge  Advocate 
Naval  Regional  Medical  Center  ' 

San  Diego,  CA  92134 

Notification  procedure:  Individuals  can  determine  whether  the 
system  contains  records  pertaining  to  them  by  writing  or  visiting  the 
System  Manager  and  supplying  full  name.  SSN,  military  status,  ap¬ 
proximate  date  of  contact  with  system  (if  known). 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Investigative  reports  (as  from  JAG 
Manual  investigations.  Office  of  Naval  Intelligence  reports.  Security 
System,  etc.),  Military  Personnel  System,  medical  records,  personal 
interviews,  personal  observation,  reported  by  persons  witnessing  or 
knowing  of  incidents. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N68142MHAS 

System  name:  Manhour  Accounting  System 
System  location:  Naval  Education  and  Training  Information 
Systems  Activity  Naval  Air  Station  Pensacola,  FL  32508 
Categories  of  individuals  covered  by  the  system:  Active  military  and 
civilian  personnel  assigned  to  maintenance  activities  in  the  Naval 
Education  Training  Command 

Categories  of  records  in  the  system:  One  type  record  which  contains 
the  following:  Assigned  organization  code  Work  center  code  Name 
Grade  code  Pay  rate  Social  Security  Number  NEC/MOS  Labor  Code 
Type  Transaction  Labor  Code  Hours  assigned 

Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Master  roster  listing  Work 
center  labor  code  Work  center  labor  utilization  Grade  code  utilization 
Internal  Navy  Users  are  Naval  Education  Training  Command  Activi¬ 
ties 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Punched  cards,  magnetic  tape  and  flat  paper 
Retrievability:  Organization  code  Social  Security  number  Work 
Center 

Safeguards:  Files  are  stored  in  a  limited  access  area.  Information 
provided  via  batch  processing  is  of  a  predetermined  and  strictly  for¬ 
matted  nature. 

Retention  and  disposal:  Individual  personal  data  are  retained  only 
for  that  period  of  time  that  an  individual  is  assigned  to  or  is  support¬ 
ing  a  training  evolution  or  activity.  Upon  departure  of  an  individual, 
personal  data  are  deleted  from  the  records  and  history  records  are 
not  maintained. 

System  managerts)  and  address:  Chief  of  Naval  Air  Training  Build¬ 
ing  1  Naval  Air  Station  Corpus  Christi,  TX  78319 
Records  Holder: 

Commanding  Officer 
Naval  Education  and  Training 
Information  Systems  Activity 
Naval  Air  Station 
Pensacola,  FL  32508 
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Notification  procedure:  Send  request  to  Commanding  Officer, 
Naval  Security  Station,  3801  Nebraska  Avenue,  N.W.,  Washington, 
D.C.  20390.  The  letter  should  identify  the  SYSNAME;  contain  the 
full  name,  social  security  number  (if  voluntarily  included),  civilian 
status,  and  when/where  individual  was  employed  with  the  Naval 
Security  Station  or  tenant  command;  and  contain  requestor’s  signa¬ 
ture.  Requestor  will  be  advised  if  system  contains  records  pertaining 
to  him/her,  and  if  affirmative,  will  be  advised  of  time/date/place  for 
viewing  records.  Proof  of  identification  will  consist  of  identification 
badge  or  drivers  license  or  by  other  type  of  identification  bearing  pic¬ 
ture  and  signature,  or  by  other  identification  as  appropriate  to  ensure 
positive  identification.  Personnel  currently  employed  by  the  Naval 
Security  Station  or  tenant  commands  may  contact  the  Physical 
Security  Officer  who  will  advise  the  individual  whether  the  system 
contains  records  pertaining  to  him/her  and,  if  affirmative,  will  have 
the  record  made  available  for  viewing  by  the  individual.  As  each  em¬ 
ployee  has  a  picture  identification  badge,  this  will  suffice  for  positive 
identification. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  From  the  individual  concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE. 

N96021  -  263 

System  name:  Tests  and  Examinations  Record  Systems 

System  location:  Office  of  Civilian  Manpower  Management 
(OCMM),  Regional  Offices  of  Civilian  Manpower  Management 
(ROCMM’s),  Capital  Area  Personnel  Services  Office-Navy  (CAPSO- 
N);  and  Navy  Staff,  headquarters,  and  field  activities  employing 
civilians.  Mailing  addresses  are  provided  in  the  Department  of  the 
Navy  Directory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system:  All  Navy  civilian 
employees,  or  applicants  for  civilian  employment  paid  from  ap¬ 
propriated -funds,  serving  under  career,  career-conditional  and  ex¬ 
cepted  appointment  and  occupying  competitive  excepted  service 
positions. 

Categories  of  records  in  the  system:  System  consists  of  non-auto- 
mated  records  reflecting  information  pertaining  to  the  employee’s 
scores  on  a  written  or  performance  test.  Automated  records  of  em¬ 
ployees  test  scores  are  kept  by  some  activities.  Manual  records  of 
the  test  scores  are  maintained  by  the  designated  Test  Control  Of¬ 
ficers  in  activities  providing  testing  services. 

Authority  for  maintenance  of  the  system:  Title  5,  USC  3304a  ’  Non¬ 
competitive  Examinations  ’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  for  merit  promotion  selection  purposes,  for  placement,  training 
and  employee  development  purposes.  Representatives  of  the  United 
Sstates  Civil  Service  Commission  on  matters  relating  to  inspection, 
survey,  audit  or  evaluation  of  Navy  civilian  personnel  test  and  mea¬ 
surement  programs,  personnel  actions,  or  such  other  matters  under 
the  jurisdiction  of  the  Commission.  The  Comptroller  General  or  any 
of  his  authorized  representatives,  in  the  course  of  the  performance  of 
duties  of  the  General  Accounting  Office  relating  to  the  Navy’s 
civilian  personnel  records.  The  Attorney  General  of  the  United  States 
or  his  authorized  representatives  in  connection  with  litigation,  law 
enforcement,  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies.  A  duly  appointed  Hearing  Examiner  for 
the  purpose  of  conducting  a  hearing  in  connection  with  an  em¬ 
ployee’s  grievance  or  complaint  involving  the  disclosure  of  the 
records  pertaining  to  performance  on  the  tests.  The  Senate  or  the 
House  of  Representatives  of  the  United  States  or  any  Committee  or 
subcommittee  therof,  any  joint  committee  of  Congress  or  subcommit¬ 
tee  of  joint  committees  on  matters  within  their  jurisdiction  requiring 
disclosure  of  the  files  or  records  of  test  and  examinations.  Officials 
and  employees  of  other  Components  of  the  Department  of  Defense 
in  the  Performance  of  their  Official  duties  related  to  the  selection  of 
candidates  for  vacant  positions.  Officials  and  employees  of  other  de¬ 
partments  arid  agencies  of  the  Executive  Branch  of  government  upon 
request  in  the  performance  of  their  official  duties  related  to  the 
selection  of  candidates  for  vacant  positions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 


Storage:  Manual  records  of  test  scores  are  retained  in  paper  files 
folders.  Automated  records  are  on  magnetic  tapes,  disks,  or  punched 
cards. 

Retrievability:  Manual  and  automated  records  retrieved  by  the  last 
name  or  social  security  number. 

Safeguards:  Manual  and  automated  records  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  disposal:  Manual  and  automated  records  of  em¬ 
ployee’s  test  scores  are  retained  for  at  least  two  years  from  the  date 
of  rite  test  administration. 

System  manager(s)  and  address:  The  Director  of  Civilian  Manpower 
Management,  and  the  heads  of  Navy  Staff,  Headquarters  and  field 
activities  employing  civilians. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Director  of  Civilian  Manpower  Management  or  the 
head  of  Navy  Staff,  Headquarters  and  field  activities  employing 
Civilians.  The  letter  should  contain  the  full  name  and  social  security 
account  number  of  the  requester  and  his  signature.  The  individual 
may  visit  the  SYSMANAGER  at  the  address  which  is  provided  in 
the  Department  of  the  Navy  Directory  published  in  the  Federal  Re¬ 
gister.  Proff  of  identification  will  consist  of  a  Department  of  Defense 
(DOD)  or  Navy  building  pass,  or  identification  badge  or  drivers 
license,  or  by  other  types  of  identification  bearing  picture  or  signa¬ 
ture,  or  by  providing  verbal  information  that  could  be  verified  with 
the  individual's  record. 

Record  access  procedures:  The  agench’s  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories-  Employee’s  performance  on  officially  ap¬ 
proved  Navy  or  the  U.S.  Civil  Service  Commission  written  or  per¬ 
formance  tests. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
,  N96021-EEO 

System  name:  Minority  Group  Identification  File 

System  location:  Office  of  Civilian  Manpower  Management,  Re¬ 
gional  Office  of  Civilian  Manpower  Management,  Capital  Area  Per¬ 
sonnel  Services  Office,  Navy,  and  Navy  Staff,  Headquarters  and 
Field  Activities  employing  civilians.  Mailing  addresses  are  provided 
in  the  Department  of  the  Navy  Directory,  published  in  the  Federal 
Register. 

Categories  of  individuals  covered  by  the  system:  Navy  civilian 
Negro,  Spanish-sumamed,  American  Indian  and  Oriental  employees 
(and,  in  Alaska,  Aleuts  and  Eskimos),  including  temporary  and  part- 
time  in  appropriated  and  non-appropriated  fund  activities.  It  does  not 
contain  information  on  foreign  national  employees  outside  the  United 
States,  or  minority  employees  in  Hawaii,  Puerto  Rico,  or  Guam. 

Categories  of  records  in  the  system:  System  comprises  automated 
and  manual  records  reflecting  information  pertaining  only  to  the  so¬ 
cial  security  number  and  minority  code  of  Negro,  Spanish-surnamed, 
American  Indian,  and  Oriental  employees  (and  in  Alaska,  Aleuts  and 
Eskimos). 

Authority  for  maintenance  of  the  system:  P.L.  92-261,  the  Equal 
Employment  Opportunity  Act  of  1972 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officals  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  th  Equal  Employment  Opportunity  (EEO)  Program; 
the  collection,  maintenance,  and  operation  of  the  automated  system. 
Representatives  of  the  United  States  Civil  Service  Commission  on 
matters  relating  to  the  inspection,  survey,  audit  or  evaluation  of 
Navy’s  Equal  Employment  Opportunity  Program,  or  such  other  mat¬ 
ters  under  the  jurisdiction  of  the  Commission.  The  Attorney  General 
of  the  United  States  or  his  authorized  representatives  in  connection 
with  litigation,  law  enforcement,  or  other  matters  under  the  direct  ju¬ 
risdiction  of  the  Department  of  Justice  or  carried  out  as  the  legal 
representative  of  the  Executive  Branch  agencies.  Officials  and  em¬ 
ployees  of  other  components  of  the  Department  of  Defense  in  the 
performance  of  ther  official  duties  related  to  studies  and  analyses 
that  contribute  affirmatively  to  achieving  the  objectives  of  the  EEO 
Proram.  Officials  and  employees  of  other  Departments  and  agencies 
of  the  Executive  Branch  of  government  upon  request  in  the  form  of 
gross  data  only  in  the  performance  of  their  official  duties  related  to 
reports  regarding  minority  representation  within  the  workforce.  A 
duly  appointed  Complaints  Examiner  for  the  purpose  of  conducting  a 
hearing  in  connection  with  an  employee’s  formal  EEO  Complaint. 
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N 68338  PTEPPERSRECSYS 

System  name:  Navy  Strategic  Weapons  System  Personnel  and  Train¬ 
ing  Evaluation  Program 

System  location:  Officer  in  charge  Central  test  Site  for  Personnel 
and  Training  Evaluation  Program  Naval  Guided  Missiles  School, 
Dam  Neck,  Virginia  Beach,  VA.  23461 
Categories  of  individuals  covered  by  the  system:  Electronics  Naviga¬ 
tion  and  Strategic  Weapons  Personnel  onboard  or  supporting  Ballistic 
Missile  Submarines 

Categories  of  records  in  the  system:  Personnel  Training  Record 
which  includes  duty  station  history.  Navy  Enlisted  Classification, 
rate,  pay  grade,  watch  qualification,  basic  battery  scores,  PTEP  test 
scores,  formal  Navy  school  history.  Strategic  Weapons  informal 
training,  deterent  patrols,  years  civilian  education,  birth  date. 
Authority  for  maintenance  of  the  system:  S  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Evaluation  of  the  formal 
and  informal  training  supporting  the  Strategic  Weapons  System 
Navigation  and  Weapons  Equipment.  This  includes  a  qualitative 
evaluation  of  the  personnel  who  support  the  system  and  of  the  teams 
of  technicians  on  each  submarine.  Users  of  the  information  are: 
training  commands,  Strategic  Systems  Project  Office,  operational 
commands,  Ballistic  Missile  Submarines,  Bureau  of  Naval  Personnel. 
Contractor  support  is  provided  for  statistical  reduction  of  data.  Train¬ 
ing  contractors  use  aggregate  information  but  are  not  provided  with 
individual  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  disc  and  computer  printout 
Retrievability:  Social  security  number  is  key  for  individual  record. 
Group  information  may  be  retrieved  by  duty  station,  rate,  NEC,  or 
pay  grade. 

Safeguards:  Vistor  control  is  used  for  computer  printouts;  persons 
requesting  information  must  demonstrate  a  legitimate  need  for  the  in¬ 
formation  in  support  of  training  and  manning.  Job  control  is  used  at 
the  computer;  jobs  are  not  run  without  authorization  of  both  system 
and  computer  managers. 

Retention  and  disposal:  Records  are  maintained  in  computer  file 
until  6  months  after  the  man  has  left  the  service.  They  are  then 
deleted  from  the  computer  magnetic  disc  file. 

System  manager(s)  and  address:  Officer  in  Charge  Central  Test  Site 
for  Personnel  and  Training  Evaluation  Program  Naval  Guided  Mis¬ 
siles  School,  Dam  Neck,  Virginia  Beach,  Va.  23461 
Notification  procedure:  Individuals  can  make  written  or  personal 
application  to  Central  Test  Site  for  PTEP  or  to  the  following 
detachments;  Director,  Central  Test  Site  Detachment,  FBM  Sub¬ 
marine  Training  Center,  Charleston,  SC  29408  Director,  Central  Test 
Site  Detachment,  Naval  Submarine  Base,  New  London,  Groton,  CT 
06340  Director,  Central  Test  Site  Detachment,  FBM  Submarine 
Training  Center  Pacific,  FPO  San  Francisco,  CA  96610  Written 
requests  will  only  be  answered  to  a  military  address  via  the  chain  of 
command.  For  a  personal  request  the  man  must  present  a  valid  active 
duty  ID  card. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Service  records  PTEP  test  results  School 
completion  records  Individual's  command  Individual  BuPers  Assign¬ 
ment  Listings 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N68366  MILJUSDOCFILE 

System  name:  Military  Justice  docket  card  file,  active/closed 
System  location:  Officer  in  Charge 
Naval  Legal  Service  Office 
Naval  Air  Station 
Pensacola,  Florida  32508 

Categories  of  individuals  covered  by  the  system:  Military  personnel 
who  are  faced  with  the  possibility  of  disciplinary  or  administrative 
action  and  who  have  been  assigned  counsel. 

Categories  of  records  in  the  system:  Name  of  accused,  nature  of 
charges,  counsel  assigned,  findings,  judge,  date  of  referral,  date  of 
preferral. 

Authority  for  maintenance  of  the  system:  5  USC  301 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Naval  Legal  Ser¬ 
vice  Office  personnel  as  a  record  of  court-martial  proceedings. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  cards. 

Retrievability:  Name. 

Safeguards:  Room  locked  when  empty.  Authorized  personnel  in 
room  at  all  other  times. 

Retention  and  disposal:  Records  are  maintained  for  two  years  and 
then  destroyed. 

System  manageris)  and  address:  Officer  in  Charge,  Naval  Legal 
Service  Office,  Pensacola 

Notification  procedure:  Individuals  may  make  written  requests  to 
the  Officer  in  Charge,  Naval  Legal  Service  Office,  Pensacola, 
Florida  32508  and  should  include  full  name.  Social  Security  Number 
and  military  rank. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Charge  sheets. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N70092NSSS80PAC02 

System  name:  Civilian  Volunteer  Form  Disaster  Preparedness  Unit 

2.1.1. 

System  location:  Commanding  Officer,  Naval  Security  Station,  3801 
Nebraska  Avenue,  N.W.,  Washington,  D.C.  20390 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  employed  at  the  Naval  Security  Station  Complex  (includes 
the  Naval  Security  Station  and  tenant  commands). 

Categories  of  records  in  the  system:  System  comprises  non-auto- 
mated  records  reflecting  information  pertaining  to  the  civilian’s 
identification  (i.e.,  name,  social  security  number,  department/  or¬ 
ganization  assigned,  present  job  title,  and  office  phone  number); 
responses  by  civilian  as  to  whether  or  not  he/she  volunteers  for  duty 
in  the  Naval  Security  Station  Disaster  Preparedness  Unit;  whether  or 
not  he/she  is  a  member  of  a  reserve  unit;  duty  preferences  of  the  in¬ 
dividual  within  the  Disaster  Preparedness  Unit;  and  if  volunteer, 
team  assignment  and  fact  that  federal  emergency  ID  card  was  issued 
and  personnel  record  entry  was  made. 

Authority  for  maintenance  of  the  system:  5  USC  301,  Departmental 
Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Physical  Security  Of¬ 
ficer  also  the  Disaster  Preparedness  Officer  and  associated  staff  in¬ 
volved  in  Disaster  Control  are  the  only  users  of  this  record  and  their 
use  is  limited  to  the  performance  of  their  official  duties  related  to  the 
management  of  the  Naval  Security  Station  Disaster  Preparedness 
Plan.  The  record  is  used  to  request  civilian  personnel  to  indicate 
whether  or  not  they  volunteer  for  duty  with  the  Disaster 
Preparedness  Unit  2.1.1,  identify  those  civilian  personnel  who  have 
volunteered  their  services  for  participation  in  the  Unit,  and  assign 
those  volunteers  to  the  various  Disaster  Teams  in  accordance  with 
their  technical  ability  and  duty  preference.  Each  record  is  signed  by 
the  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  7  1/2’  x  3  1/4’  cards,  prepared  locally,  and  are 
stored  in  a  file  box. 

Retrievability:  By  civilian  employees  name  and/or  team  assignment. 

Safeguards:  Records  are  available  only  to  authorized  personnel 
having  a  need  to  know.  The  records  are  maintained  within  a  con¬ 
trolled  access  area  accessible  only  to  authorized  personnel  that  are 
properly  cleared.  Additionally,  the  records  are  stored  in  a  Class  V 
Combination  Lock  Security  Container  when  not  being  used  and  dur¬ 
ing  non- working  hours. 

Retention  and  disposal:  Records  are  maintained  until  the  civilian 
employee  leaves  the  employment  of  the  Naval  Security  Station  or  te¬ 
nant  command  at  which  time  they  are  removed  from  the  file  and 
destroyed. 

System  manager(s)  and  address:  The  Commanding  Officer,  Naval 
Security  Station,  3801  Nebraska  Avenue,  N.W.,  Washington,  D.C. 
20390 
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Notification  procedure:  Individuals  desiring  information  whether  the 
system  contains  records  pertaining  to  them  should  request  that  deter¬ 
mination  from  the  Records  Holder  listed  under  SYSMANAGER.  The 
requester  should  provide  his  social  security  number  and  full  name. 
The  office  of  the  Records  Holder  listed  under  SYSMANAGER  may 
be  visited  for  this  determination  but  the  requester  must  present  his 
social  security  card  and  military  identification  card. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  systems  manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  intitial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  systems  manager. 

Record  source  categories:  Naval  Air  Training  Command  Activities 
and  organizations 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N68142PDBA/SIPM 

System  name:  Personnal  Data  Base  Applicalion/Student  Instructor 
Performance  Module 

System  location:  Naval  Education  and  Training  Information 
Systems  Activity  Naval  Air  Station  Pensacola.  FL  32508 

Categories  of  individuals  covered  by  the  system:  Students  under  in¬ 
struction  at  Naval  Air  Training  Command  Activities  Instructors  at 
Naval  Air  Training  Command  Activities  Staff  and  Base  Support  Per¬ 
sonnel  at  Naval  Air  Training  Command  and  Naval  Air  Training  Com¬ 
mand  Activities 

Categories  of  records  in  the  system:  Basic  Identification  Records 
i.e.,  social  security  number,  name,  sex,  date  of  birth.  Personnel 
records  i.e.,  rank/rate/grade,  Branch  of  Service.  Billet,  Expiration  of 
Active  Obligated  Service.  Professional  records  i.e.,  Navy  Enlisted 
Classification,  Subspecialty  Code,  Test  Scores.  Educational  Records 
i.e..  Education  Levels,  Service  and  Civilian  Schools  attended. 
Degrees,  majors.  Location  Records  i.e..  Duty  Stations ,  Home  ad¬ 
dresses. 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Student  performance, 
progression  and  prediction  Instructors  Performance  Organizational 
and  Administrative  Control  Internal  Navy  Uses  are  Chief  of  Naval 
Personnel,  Naval  Air  Training  Command  staff  personnel,  and 
NAVAIRTRACOM  Activities  staff  personnel 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Punched  cards,  magnetic  tape,  direct  access  storage 
devices  and  flat  paper. 

Retrievability:  Social  Security  Number,  Name 

Safeguards:  Data  on  file  is  protected  as  follows.  On-line  access  is 
controlled  by  terminal  identification  and  a  password  system.  Ter¬ 
minal  Identification  is  positive  and  maintained  by  a  single  control 
point.  Physical  access  to  terminals  is  restricted  to  specifically 
authorized  individuals.  Password  authorization,  assignment  and  moni¬ 
toring  are  the  responsibility  of  the  functional  managers.  Information 
provided  via  batch  processing  is  of  a  predetermined  and  rigidly  for¬ 
matted  nature.  Any  output  is  controlled  by  the  functional  managers 
who  also  control  the  distribution  of  output. 

Retention  and  disposal:  Individual  personal  data  is  retained  only  for 
that  period  of  time  that  an  individual  is  assigned  to  or  is  supporting  a 
training  evolution  or  activity.  Upon  departure  of  an  individual,  per¬ 
sonal  data  is  deleted  from  the  records.  History  records  are  not  main¬ 
tained. 

System  manager(s)  and  address:  Chief  of  Naval  Air  Training  Build¬ 
ing  1  Naval  Air  Station  Corpus  Christi,  TX  78319 

Records  Holder: 

Commanding  Officer 
Naval  Education  and  Training 
Information  Systems  Activity 
Naval  Air  Station 
Pensacola,  FL  32508 

Notification  procedure:  Individuals  desiring  information  whether  the 
system  contains  records  pertaining  to  them  should  request  that  deter¬ 
mination  from  the  Records  Holder  listed  under  SYSMANAGER.  The 
requester  should  provide  his  social  security  number,  full  name  and 
present  status,  i.e.,  Military  or  Civilian.  The  office  of  the  Records 
Holder  listed  under  SYSMANAGER  may  be  visited  for  this  deter¬ 
mination  but  the  requester  must  present  his  social  security  card  and 
military  or  Civilian  identification  card. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  systems  manager. 


Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  systems  manager. 

Record  source  categories:  Chief  of  Naval  Personnel,  Naval  Air 
Training  Command  Activities  staff  and  Instructors  personnel,  Educa¬ 
tional  Institutions,  Individuals 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N68221  PERSRESCHS  Y  STM 

System  name:  Personnel  Management  and  Training  Research  Statisti¬ 
cal  Data  System 

System  location:  Commanding  Officer 

U.  S.  Navy  Personnel  Research  and  Development  Center 

San  Diego,  California  92152 

Categories  of  individuals  covered  by  the  system:  U.  S.  Navy  and 
Marine  Corps  Personnel  and  applicants  thereto:  Active  duty,  reserve, 
prior  service,  dependents,  retired,  and  Department  of  the  Navy 
civilians  from  1951  to  present.  (Only  samples  of  data  from  each 
category  are  on  file,  depending  on  research  study.) 

Categories  of  records  in  the  system:  Performance,  attitudinal,  bio¬ 
graphical,  aptitude,  vocational  interest,  demographic,  physiological. 
Data  in  any  file  are  limited,  depending  on  purpose  of  the  research 
study. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  data  are  used  solely 
by  Navy  Personnel  Research  and  Development  Center  researchers 
who  analyze  them  statistically  to  arrive  at  recommendations  to 
management  on  such  topics  as:  Comparison  of  different  training 
methods,  selection  tests,  equipment  designs,  or  policies  relating  to 
improving  race  relations  and  decreasing  drug  abuse.  In  no  case  are 
the  data  used  for  other  than  statistical  purposes;  that  is,  the  data  are 
not  used  in  making  decisions  affecting  specific  individuals  as  in¬ 
dividuals. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tapes,  magnetic  disk,  punched  cards,  and  coding 
Retrievability:  Records  are  retrievable  by  name,  social  security 
number,  or  service/file  numbers,  but  such  identifying  information  is 
used  only  to  permit  collation  of  data  for  statistical  analysis,  and  is 
not  used  for  retrieval  of  individual  records. 

Safeguards:  Unauthorized  access  to  records  is  controlled  by: 
Security  clearances  for  all  Research  Center  and  contractor  personnel; 
physical  security  including  a  badge  system  for  entry  to  the  Center 
and  a  24-hour  guard  maintained  on  a  fenced  compound;  control  of 
visitors;  data  bank  users  having  special  access  codes;  and,  access 
limited  to  only  designated  personnel. 

Retention  and  disposal:  Records  are  destroyed  five  years  after  ter¬ 
mination  of  a  research  project.  They  are  maintained  within  the  con¬ 
fines  of  the  Research  Center.  Destruction  is  accomplished  by 
degaussing  magnetic  tapes  and  disks,  and  punched  cards  are  recy¬ 
cled. 

System  managers)  and  address:  Director  of  Programs  (Code  03PA) 
U.  S.  Navy  Personnel  Research  and  Development  Center 
San  Diego,  California  92152 

Notification  procedure:  Research  Center  files  are  organized  by 
research  study.  To  determine  if  Center  files  contain  information  con¬ 
cerning  himself,  an  individual  would  have  to  specify  time  and  place 
of  participation  in  the  research,  unit  to  which  attached  at  (be  time, 
and  descriptive  information  about  the  study  so  that  appropriate  data 
may  be  located.  For  further  information,  contact  the  System 
Manager. 

Office  to  visit:  Contact  System  Manager 
Visitor  Identification:  System  Manager  will  specify 
Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Reco-J  source  categories:  The  source  depends  on  purpose  and  na¬ 
ture  of  study:  From  tile  subjects  themselves,  educational  institutions, 
supervisors,  peers,  instructors,  spouses,  and  job  sample  tests. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5U.S.C.  552  a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  System  Manager. 
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The  Senate  or  the  House  of  Representatives  of  the  United  States  or 
any  committee  or  subcommittee  of  joint  committees  on  matters 
within  their  jurisdiction  relating  to  the  Equal  Employment  Opportuni¬ 
ty  Program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  are  stored  on  magnetic  tapes  and  discs 
and  on  punched  cards.  Manual  records  are  stored  in  paper  folders. 

Retrievability:  Automated  records  and  manual  records  are  retrieved 
by  social  security  numbers  and/or  minority  codes.  Output  is 
produced  by  merging  data  in  the  minority  census  file  with  personnel 
record  information.  Output  must  be  in  the  form  of  gross  data  only 
with  no  listing  of  any  employee  by  name,  except  in  appeals. 

Safeguards:  All  records  are  stored  under  strict  control.  Output  from 
the  central  Office  of  Civilian  Manpower  Management  ADP  file  is 
authorized  only  by  the  Department  Of  the  Navy  Director  of  Equal 
Employment  Opportunity  or  his  Deputy.  Output  from  activity  minori¬ 
ty  census  files  must  be  authorized  in  writing  by  either  the  head  of  the 
activity  or  the  activity  Deputy  EEO  Officer. 

Retention  and  disposal:  Computer  magnetic  tapes  and  manual 
records  will  be  permanently  maintained,  updating  file  data  as 
required  by  appointments,  promotions,  changes  to  lower  grade,  or 
separations.  Manual  records  are  destroyed  upon  separation  of  the 
employee  from  the  activity. 

System  managers)  and  address:  The  Navy  Director  of  Equal  Em¬ 
ployment  Opportunity  and  Commanding  Officers  or  Heads  of  Navy 
Staff  Headquarters  and  Field  Activities  Employing  civilians. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Navy  Director  of  Equal  Employment  Opportunity, 
Commanding  Officers  or  Heads  of  Navy  Staff  Headquarters  and 
Field  Activities.  The  letter  should  contain  the  full  name,  social 
security  number  and  signature  of  the  requester.  The  individual  may 
visit  the  Navy  Director  of  Equal  Employment  Opportunity  or  the 
EEO  Office  of  the  Navy  activity  at  which  he  or  she  is  employed. 
The  addresses  of  these  activities  are  provided  in  the  Department  of 
the  Navy  Directory,  published  in  the  Federal  Register. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  SYSMANAGER. 

Record  source  categories:  Supervisors  or  other  appointed  officials 
designated  for  this  purpose. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N96021-01A 

System  name:  Civil  Litigation  files 

System  location:  Office  of  Civilian  Manpower  Management,  De¬ 
partment  of  the  Navy,  Washington,  D.C.  20390 

Categories  of  individuals  covered  by  the  system:  Applicants  or  Navy 
civilian  employees,  paid  from  appropriated  or  nonappropriated  funds 
who  have  filed  civil  suit  or  are  anticipated  to  file  suit  in  connection 
with  pre  or  post-employment  actions. 

Categories  of  records  in  the  system:  System  is  comprised  of  records 
compiled  in  accordance  with  CSC  regulations  about  application  for 
and/or  employment  with  the  Navy  Department,  appeal  and/or 
grievance  files,  supervisor’s  working  files  re  counseling  employees 
on  performance,  lawyer’s  work  products,  copies  of  documents  filed 
in  U.S.  District  Courts  and  Courts  of  Appeal  by  plaintiffs  and  Navy 
defendants. 

Authority  for  maintenance  of  the  system:  Title  5,  U.S.C.  301,  De¬ 
partmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  the  preparation  for  anticipated  litigation,  defense  of 
litigation,  representatives  of  the  U.S.  Civil  Service  Commission  in 
connection  with  that  litigation  in  which  officials  of  the  Commission 
are  also  defendants  or  have  an  interest  because  Civil  Service  Com¬ 
mission  regulations  are  involved.  Officials  and  employees  of  the  De¬ 
partment  of  Defense  in  the  performance  of  their  official  duties  re¬ 
lated  to  the  preparation  for  anticipated  litigation,  and  defense  of 
litigation,  in  connection  with  that  litigation  in  which  officials  of  the 
Department  of  Defense  are  also  defendants  or  have  an  interest 
because  Department  of  Defense  regulations  are  involved.  Tthe  Attor¬ 
ney  General  of  the  United  States  or  his  authorized  representatives  in 
connection  with  litigation  or  anticipated  litigation,  as  the  legal 
representatives  of  the  Executive  Branch  agencies. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Manual  records  are  stored  in  paper  file  folders. 

Retrievability:  Manual  records  are  retrieved  by  last  name. 

Safeguards:  Manual  records  are  available  only  to  authorized  per¬ 
sonnel  having  a  need  to  know  and  to  those  authorized  to  have  access 
by  Court  order  or  the  Federal  Rules  of  Civil  Procedure. 

Retention  and  disposal:  Manual  records  are  destroyed  two  years 
after  the  lawsuit  has  been  finally  dismissed  and  appeal  dates  have  ex¬ 
pired. 

System  managers)  and  address:  Legal  Counsel,  Office  ofCivilian 
Manpower  Management,  Department  of  the  Navy,  Washington,  D.C. 
20390 

Notification  procedure:  Request  by  correspondence  should  by  ad¬ 
dressed  to  the  Director  of  Civilian  Manpower  Management  (Attn: 
Code  1A),  Department  of  the  Navy,  Washington,  D.C.  20390.  The 
letter  should  contain  the  full  nae  of  the  requester  and  the  requester’s 
signature.  The  individual  may  visit  the  Office  of  Legal  Counsel, 
OCMM,  Room  106,  Pomponio  Plaza  1735  N.  Lynn  Street,  Arlington, 
Virginia. 

Record  access  procedures:  See  EXEMPTION. 

Contesting  record  procedures:  See  EXEMPTION. 

Record  source  categories:  See  EXEMPTION. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N9602I-02 

System  name:  Supervisors  Report  of  Potential  to  Perform  and 
Reference  Check  Records  System 

System  location:  Office  of  Civilian  Manpower  Management 
(OCMM),  Regional  Offices  of  Civilian  Manpower  Management 
(ROCMM’s),  Capital  Area  Personnel  Services  Office-Navy  (CAPSO- 
N);  and  Navy  Staff,  headquarters,  and  field  activities  employing 
civilians.  Mailing  addresses  are  provided  in  the  Department  of  the 
Navy  Directory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system:  Navy  civilian  em¬ 
ployees,  paid  from  appropriated  funds  serving  under  career,  career- 
conditional,  or  excepted  appointments  who  have  applied  for  vacant 
positions  under  the  Recruitment,  Employment  and  Internal  Place¬ 
ment  Record  System  or  who  are  registered  in  the  Navy  Civilian 
Career  Management  Inventory  and  Referral  System,  or  who  may 
submit  nominations  and  applications  for  training  programs  under  the_ 
Training  and  Employee  Development  Record  System. 

Categories  of  records  in  the  system:  System  comprises  manual 
records  reflecting  information  pertaining  to  the  supervisor’s  judge¬ 
ment  as  to  employee’s  potential  to  perform  work  in  other  positions 
and  the  responses  to  inquiries  constituting  reference  checks  in  merit 
promotion,  career  management,  employment  and  other  actions.  This 
information  is  used  for  screening  and  selection  of  candidates  for  em¬ 
ployment,  referral  in  career  programs,  training  programs,  or  place¬ 
ment  programs.  Manual  files,  maintained  in  paper  folders,  contain 
the  employee’s  appraisal  of  potential  forms  and/or  reference  checks. 

Authority  for  maintenance  of  the  system:  Title  5,  US  Code  301, 
’Departmental  Regulations’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  he  performance  of  their  official  duties 
related  to  the  screening  and  selection  of  candidates  for  training  pro¬ 
grams,  career  programs,  or  placement  programs;  and  administration 
of  grievances,  appeals  and  litigation  involving  the  disclosure  of 
records  of  potential  and  reference  checks.  Representatives  of  United 
States  Civil  Service  Commission  on  matters  relating  to  the  inspec¬ 
tion,  survey,  audit  or  evaluation  of  Navy  civilian  personnel  manage¬ 
ment  programs,  or  personnel  actions,  or  such  other  matters  under  the 
jurisdiction  of  the  Commission.  The  Comptroller  General  or  any  of 
his  authorized  representatives,  in  the  course  of  the  performance  of 
duties  of  the  General  Accounting  Office  relating  to  the  Navy’s 
civilian  manpower  management  programs.  The  Attorney  General  of 
the  United  States  or  his  authorized  representatives  in  connection 
with  litigation,  law  enforcement,  or  other  matters  under  the  direct  ju¬ 
risdiction  of  the  Department  of  Justice  or  carried  out  as  the  legal 
representative  of  the  Executive  Branch  agencies.  A  duly  appointed 
Hearing  Examiner  or  Arbitrator  (an  employee  of  another  Federal 
Agency)  for  the  purpose  of  conducting  a  hearing  in  connection  with 
an  employee’s  grievance  involving  the  disclosure  of  the  records  of 
the  career  porgram,  training  program  or  employment  or  placement 
program.  An  arbitrator  who  is  given  a  contract  pursuant  to  a 
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negotiated  labor  agreement  to  hear  an  employee’s  grievance  involving 
the  disclosure  of  the  records  of  the  supervisor's  report  of  potential  to 
perform  and  the  responses  to  reference  checks.  The  Senate  or  the 
House  of  Representatives  of  the  United  States  or  any  Committee  or 
sub-committee  thereof,  any  joint  committee  of  Congress  or  subcom¬ 
mittee  of  joint  committees  on  matters  within  their  jurisdiction  requir¬ 
ing  disclosure  of  the  supervisor's  report  of  potential  to  perform  and 
the  responses  to  reference  checks. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem- 

Storage:  Manual  records  are  stored  in  paper  file  folders. 

Retrievability:  Manual  records  are  filed  by  name. 

Safeguards:  Manual  records  are  available  only  to  authorized  per¬ 
sonnel  having  a  need  to  know. 

Retention  and  disposal:  Potential  and  reference  check  records  are 
destroyed  after  two  years. 

System  managers)  and  address:  The  Director  of  Civilian  Manpower 
Management,  and  the  heads  of  Navy  Staff,  Headquarters  and  field 
activities  employing  civilians. 

See  EXEMPTION. 

Notification  procedure:  See  EXEMPTION. 

Record  access  procedures:  See  EXEMPTION. 

Coptesting  record  procedures:  See  EXEMPTION. 

Record  source  categories:  See  EXEMPTION. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N96021-07 

System  name:  Area  Coordinator  Information  and  Operation  Files 

System  location:  Office  of  Civilian  Manpower  Management 
(OCMM).  Regional  Offices  of  Civilian  Manpower  Management 
(ROCMM's),  Capital  Area  Personnel  Services  Office-Navy  (CAPSO- 
N);  and  Navy  Staff,  headquarters,  and  field  activities  employing 
civilians.  Mailing  addresses  are  provided  in  the  Department  of  the 
Navy  Directory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system:  Civilian  employees, 
paid  from  appropriated  and  non-appropriated  funds,  military  person¬ 
nel  or  private  citizens  affected  by  or  involved  in  action  of  area  coor¬ 
dination  significance,  and  speakers,  specialists  and  other  interested 
participants. 

Categories  of  records  in  the  system:  System  is  composed  of  but  not 
limited  to  records  compiled  in  accordance  with  regulations,  cor¬ 
respondence  regarding  status  of  EEO  investigations,  index  file  of 
program  administration  and  interested  participants  including  ad  hoes, 
summaries  compiled  for  budget  administration,  biographies  of 
speakers  or  of  key  officials  obtained  from  individual. 

Authority  for  maintenance  of  the  system:  Title  5,  U.S.C.  301.  De¬ 
partmental  Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  the  management  of  civilian  employees  or  of  special 
programs.  Representatives  of  the  United  States  Civil  Service  Com¬ 
mission  on  matters  relating  to  the  inspection,  survey,  audit  or  evalua¬ 
tion  of  Navy  civilian  pesonnel  management  programs,  or  personnel 
actions,  or  such  other  matters  under  the  jurisdiction  of  the  Commis¬ 
sion.  The  Comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  in  the  course  of  the  performance  of  duties  of  the  General  Ac¬ 
counting  Office  relating  to  the  Navy’s  civilian  manpower  manage¬ 
ment  programs.  The  Attorney  General  of  the  United  States  or  his 
authorized  representatives  in  connection  with  litigation,  law  enforce¬ 
ment,  or  other  matters  under  the  direct  jurisdiction  of  the  Depart¬ 
ment  of  Justice  or  carried  out  as  the  legal  representative  of  the  Ex¬ 
ecutive  Branch  agencies.  Officials  and  employees  of  other  com¬ 
ponents  of  the  Department  of  Defense  in  the  performance  of  their 
official  duties  related  to  the  management  of  special  programs  or  sub¬ 
ject.  Officials  and  employees  of  other  Departments  and  agencies  of 
the  Executive  Branch  of  government  upon  request  in  the  per¬ 
formance  of  their  official  duties  related  to  the  special  programs  or 
subject.  A  duly  appointed  Hearing  Examiner  or  Arbitrator  (an  em¬ 
ployee  of  another  Federal  agency)  for  the  purpose  of  conducting  a 
hearing  in  connection  with  an  employee’s  grievance.  An  arbitrator 
who  is  given  a  contract  pursuant  to  a  negotiated  labor  agreement  to 
hear  an  employee’s  grievance.  The  Senate  or.the  House  of  Represen¬ 
tatives  of  the  United  States  or  any  member.  Committee  or  sub-com¬ 
mittee  thereof,  any  joint  committee  to  Congress  or  sub-committee  of 


joint  committees  on  matters  within  their  jurisdiction  requiring  disclo¬ 
sure  of  the  files  or  records. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  stored  in  paper  file  folders,  list  finders,  index 
cards,  or  logs  or  other  indexing  systems. 

Retrievability:  Records  are  retrieved  by  subject  matter,  or  by 
name. 

Safeguards:  Records  are  available  only  to  authorized  personnel 
having  a  need  to  know. 

Retention  and  disposal:  Records  are  retained  for  varying  lengths  of 
time  as  required  by  local  regulations;  some  records  may  be  main¬ 
tained  indefinitely. 

System  managers)  and  address:  The  Director  of  Civilian  Manpower 
Management,  and  the  heads  of  Navy  Staff.  Headquarters,  and  field 
activities  employing  civilians.  Addresses  are  provided  in  the  Depart¬ 
ment  of  the  Navy  directory  published  in  the  Federal  Register. 

Notification  procedure:  Requests  by  correspondence  or  in  person 
should  be  made  to  the  Director  of  Civilian  Manpower  Management, 
or  to  the  head  of  the  nearest  Navy  activity  or  to  the  Navy  activity 
with  which  the  individual  is  employed  or  serves  as  a  contact  point  or 
participates  with  in  matters  relating  to  the  program  of  his  interest. 
Correspondence  should  contain  the  full  name,  social  security  number 
and  signature  of  the  requestor.  For  personal  visits,  proof  of  identifi¬ 
cation  will  consist  of  a  Department  of  Defense  or  Navy  building  pass 
or  identification  badge  or  drivers  license  or  other  types  of  identifica¬ 
tion  bearing  his  signature  or  picture  or  by  providing  information 
which  may  be  verified  against  the  record.  Addresses  of  these  activi¬ 
ties  are  in  the  directory  of  Department  of  the  Navy  mailing  ad¬ 
dresses. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  front 
the  System  Manager. 

Record  source  categories:  Navy  Civilian  Personnel  Offices  and  their 
representatives. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N96021-21 

System  name:  Navy  Civilian  Career  Management  Inventory  and 
Referral  System 

System  location:  Office  of  Civilian  Manpower  Management 
(OCMM),  Regional  Offices  of  Civilian  Manpower  Management  - 
(ROCMM's),  Capital  Area  Personnel  Services  Office-Navy  (CAPSO- 
N);  and  Navy  Staff,  headquarters,  and  field  activities  employing 
civilians.  Mailing  addresses  are  provided  in  the  Department  of  the 
Navy  Directory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system:  Navy  civilian  em¬ 
ployees.  paid  from  appropriated  funds  serving  .under  career  or 
career-conditional  appointments  and  occupying  competitive  service 
positions,  who  are  registered  in  the  career  inventory  system 

Categories  of  records  in  the  system:  System  comprises  automated 
and  non-automated  records  reflecting  information  pertaining  to  the 
employee's  identification,  education,  qualifications,  training,  abilities, 
current  and  previous  employment,  professional  licenses,  authored 
publications,  and  the  appraisal  of  the  employee's  performance  and 
potential  by  supervisors  and  by  associates  named  by  the  employee, 
and  other  data  needed  for  screening  and  selection  of  candidates  for 
referral  for  vacant  positions.  The  manual  files,  maintained  in  paper 
folders,  contain  the  employee’s  registration  document,  appraisal 
forms,  responses  to  reference  inquiries,  and  a  record  of  referrals. 

Authority  for  maintenance  of  the  system:  Title  5,  USC  4103. 
’Establishment  of  Training  Programs’  and  Executive  Order  9397, 
’Numbering  System  for  Federal  Accounts  Relating  to  Individual  Per¬ 
sons' 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  the  management  of  civilian  employee  career  programs; 
the  design,  development,  maintenance,  and  operation  of  the  manual 
and  automated  system  of  records;  the  screening  and  selection  of  can¬ 
didates  for  vacant  positions  in  the  occupations  and  specialties 
covered  by  the  inventories;  and  administration  of  grievance,  appeals, 
and  litigation  involving  the  disclosure  of  records  of  the  career 
management  system.  Representatives  of  the  United  States  Civil  Ser¬ 
vice  Commission  on  matters  relating  to  the  inspection,  survey,  audit 
or  evaluation  of  Navy  civilian  personnel  management  programs,  or 
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personnel  actions,  or  such  other  matters  under  the  jurisdiction  of  the 
Commission.  The  Comptroller  General  or  any  of  his  authorized 
representatives,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  Navy’s  civilian  manpower 
management  programs.  The  Attorney  General  of  the  United  States  or 
his  authorized  representatives  in  connection  with  litigation,  law  en¬ 
forcement,  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies.  Officials  and  employees  of  other  com¬ 
ponents  of  the  Department  of  Defense  in  the  performance  of  their 
official  duties  related  to  the  screening  and  selection  of  candidates  for 
vacant  positions  in  the  occupations  and  specialties  covered  by  the  in¬ 
ventories;  or  in  the  management  of  Department  of  Defensewide 
career  programs.  Officials  and  employees  of  other  Departments  and 
agencies  of  the  Executive  Branch  of  government  upon  request  in  the 
performance  of  their  official  duties  related  to  the  screening  and 
selection  of  candidates  for  vacant  positions  in  the  occupations  and 
specialties  covered  by  the  inventories.  The  Computer  Systems  Group 
Corporation  (a  contractor)  and  its  employees  for  the  purpose  of  card 
punch  recording  of  data  from  employee  registration  forms  and  other 
documents.  A  duly  appointed  Hearing  Examiner  or  Arbitrator  (an 
employee  of  another  Federal  Agency)  for  the  purpose  of  conducting 
a  hearing  in  connection  with  an  employee’s  grievance  involving  the 
disclosure  of  the  records  of  the  career  management  and  referral 
system.  An  arbitrator  who  is  given  a  contract  pursuant  to  a 
negotiated  labor  agreement  to  hear  an  employee’s  grievance  involving 
the  disclosure  of  the  records  of  the  career  management  inventory  and 
referral  system,  the  Senate  or  the  House  of  Representatives  of  the 
United  States  or  any  member.  Committee  or  sub-committee  thereof, 
any  joint  committee  to  Congress  or  sub-committee  of  joint  commit¬ 
tees  on  matters  within  their  jurisdiction  requiring  disclosure  of  the 
files  or  records  of  the  career  management  system. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  are  stored  on  magnetic  tapes  and  discs 
and  on  punched  cards.  Manual  records  are  stored  in  paper  file  fol¬ 
ders. 

Retrievability:  Automated  records  are  retrieved  by  social  security 
number  and  name,  or  by  one,  or  a  combination,  of  characteristics 
such  as  education  level  or  academic  speciality.  Manual  records  are 
by  last  name. 

Safeguards:  The  computer  facility  and  terminal  are  located  in 
restricted  areas  accessible  only  to  authorized  persons  that  are 
properly  screened,  cleared  and  trained.  Manual  records  and  computer 
rintouts  are  available  only  to  authorized  personnel  having  a  need  to 
now. 

Retention  and  disposal:  Computer  magnetic  tapes  and  discs  are 
erased  S  years  after  they  are  created.  Manual  records  are  destroyed  2 
years  after  the  employee  has  been  dropped  from  the  career  invento¬ 
ry- 

System  managers)  and  address:  The  Director  of  Civilian  Manpower 
Management,  and  the  heads  of  Navy  Staff,  Headquarters  and  field 
activities  employing  civilians. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Director  of  Civilian  Manpower  Management  (Attn. 
Code  21)  Department  of  the  Navy,  Washington,  D.C.  20390.  The 
letter  should  contain  the  full  name  and  social  security  account 
number  of  the  requester  and  his  signature.  The  individual  may  visit 
the  Navy  Civilian  Career  Management  Center  (CCMC),  Room  820, 
Crystal  Plaza  Building  Number  5,  2211  Jefferson  Davis  Highway, 
Arlington,  Virginia,  or  the  Civilian  Personnel  Office  of  the  Navy  ac¬ 
tivity  at  which  he  is  currently  employed,  or  of  the  nearest  Navy  ac¬ 
tivity,  which  office  will  contact  the  CCMC  by  telephone,  202-692- 
1270,  if  no  record  is  locally  available.  Proof  of  identification  will  con¬ 
sist  of  a  Department  of  Defense  (DOD)  or  Navy  building  pass,  or 
identification  badge  or  drivers  license,  or  by  other  types  of  identifica¬ 
tion  bearing  picture  or  signature,  or  by  providing  verbal  information 
that  could  be  verified  with  his  career  inventory  record. 

Record  access  procedures:  The  agencies  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Navy  civilian  personnel  offices;  current 
and  previous  supervisors  of  the  employee;  current  and  previous  as¬ 
sociates  of  the  employee  named  by  the  employee  as  references. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N96021-26 

System  name:  Recruitment,  Employment  and  Internal  Placement 


System  location:  Office  of  Civilian  Manpower  Management 
(OCMM),  Regional  Offices  of  Civilian  Manpower  Management 
(ROCMM’s),  Capital  Area  Personnel  Services  Offices-Navy 
(CAPSO-N),  and  Navy  Staff,  headquarters,  and  field  activities  em¬ 
ploying  civilians.  Mailing  addresses  are  provided  in  the  Department 
of  the  Navy  Directory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system:  Current  and  former 
civilian  employees  of  the  Department  of  the  Navy  and  individuals 
who  may  have  applied  for  civilian  positions  with  the  Department  of 
the  Navy. 

Categories  of  records  in  the  system:  System  comprised  of  automated 
and  non-automated  records,  including  correspondence,  reflecting  in¬ 
formation  pertaining  to  individual’s  identification,  current  and  previ¬ 
ous  employment,  related  background  information  provided  by  the  in¬ 
dividual,  education  and  training,  appraisal  of  individual’s  per¬ 
formance  (and  records  of  potential  obtained  after  September  27, 
197S)  by  supervisors  and  by  other  associates,  and  other  data  needed 
for  screening  and  selection,  rating  and  ranking,  of  candidates  for 
positions  of  merit  promotion  and  continued  employment  with  the  De¬ 
partment  of  the  Navy. 

Authority  for  maintenance  of  the  system:  Title  3,  USC,  Book  I,  Vol. 
B,  Chapter  31  ’Authority  for  Appointment’,  Chapter  33 
’Examination,  Selection  and  Placement',  and  Chapter  35  ’Retention 
Preference,  Restoration  and  Reemployment’.  Executive  Orders  10577 
’Career  Conditional  Appointment  System’,  10774  ’International  Or¬ 
ganizations’,  10973  ’Foreign  Assistance’,  11103  ’Peace  Corps  Volun¬ 
teers;  employment  of  former’,  11222  ’Conduct  of  Employees  and 
Conflicts  of  Interest’,  11315  ’Executive  Assignment  System’,  11478 
’Equal  Employment  Opportunity’,  11521  ’Transitional  and  Veterans 
Readjustment  Appointments’,  11552  ’International  Organizations’, 
11589  ’Intergovernmental  Personnel  Act’,  11695  ’Stabilization  of  the 
Economy’,  11701  ’Employment  of  Veterans’,  11813  ’Cooperative 
Education'. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  the  recruitment,  employment,  merit  promotion  and  in¬ 
ternal  placement,  and  non-disciplinary  separation  of  civilian  em¬ 
ployees.  Representatives  of  the  United  States  Civil  Service  Commis¬ 
sion  on  matters  relating  to  the  inspection,  survey,  audit  or  evaluation 
of  Navy  civilian  personnel  management  programs,  or  personnel  ac¬ 
tions,  or  such  other  matters  under  the  jurisdiction  of  the  Commis¬ 
sion.  The  Comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  in  the  course  of  the  performance  of  duties  of  General  Account¬ 
ing  Office  relating  to  the  Navy’s  civilian  manpower  management  pro¬ 
grams.  The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies.  Officials  and  employees  of  other  components  of  the 
Department  of  Defense  in  the  performance  of  their  official  duties  re¬ 
lated  to  recruitment,  employment,  internal  placement,  and  non- 
disciplinary  separations  of  civilian  employees.  Officials  and  em¬ 
ployees  of  other  Departments  and  agencies  of  the  Executive  Branch 
of  government  upon  request  in  the  performance  of  their  official  du¬ 
ties  related  to  recruitment,  employment,  internal  placement,  and  non- 
disciplinary  separations  of  civilian  employees.  A  duly  appointed 
Hearing  Examiner  or  Arbitrator  (an  employee  of  another  Fereral 
agency)  for  the  purpose  of  conducting  a  hearing  in  connection  with 
an  employee’s  grievance  related  to  recruitment,  employment,  merit 
promotion,  internal  placement,  and  non-disciplinary  separations.  An 
arbitrator  who  is  given  a  contract  pursuant  to  the  negotiated  labor 
agreement  to  hear  an  employee’s  grievance  involving  the  disclosure 
of  records  of  employment,  recruitment,  merit  promotion,  internal 
placement,  or  non-disciplinary  separation.  The  Senate  or  the  House 
of  Representatives  of  the  United  States  or  any  member.  Committee 
or  subcommittee  thereof,  any  joint  committee  of  Congress  or  sub¬ 
committee  of  joint  committees  on  matters  within  their  jurisdiction 
requiring  disclosure  of  the  files  or  records  of  recruitment,  employ¬ 
ment,  internal  placement  or  non-disciplinary  separations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  are  stored  on  magnetic  tapes  and  discs 
and  on  punched  cards.  Manual  records  are  stored  in  paper  file  fol¬ 
ders. 

Retrievability:  Automated  records  are  retrieved  by  Social  Security 
number  and  name,  or  by  one,  or  a  combination,  of  characteristics 
such  as  educaton  level,  of  academic  speciality.  Manual  records  are 
by  last  name. 
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Safeguards:  Automated  and  manual  records  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  disposal:  Records  are  maintained  from  a  minimum 
period  of  one  year  to,  in  some  cases,  permanent  jetention. 

System  manager(s)  and  address:  The  Director  of  Civilian  Manpower 
Management,  and  the  heads  of  Navy  Staff,  Headquarters  and  field 
activities  employing  civilians. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Director  of  Civilian  Manpower  Management  or  the 
head  of  Navy  Staff,  Headquarters  and  field  activities  at  which  the  in¬ 
dividual  is  or  was  employed  or  to  which  he  has  submitted  an  applica¬ 
tion  for  employment.  The  letter  should  contain  the  full  name  and  So¬ 
cial  Security  account  number  of  the  requester  and  his  signature.  The 
induvidual  may  visit  the  SYSMANAGER  at  the  address  which  is 
provided  in  the  Department  of  the  Navy  Directory  published  in  the 
Federal  Register.  Proof  of  identification  will  consist  of  a  Department 
of  Defense  (DOD)  or  Navy  building  pass,  or  identification  badge  or 
drivers  license,  or  by  other  types  of  identification  bearing  picture  or 
signature,  or  by  providing  verbal  information  that  could  be  verfied 
with  the  individual's  records 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Navy  civilain  personnel  offices;  Navy 
recruiters;  current  and  previous  supervisors  of  the  employee;  current 
and  previous  associates  of  the  employee  named  by  employee  as 
references;  educational  institutions;  automated  interface  systems. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N96021-261 

System  name:  Appraisals  of  Performance  Record  System 

System  location:  Office  of  Civilian  Manpower  Management 
(OCMM),  Regional  Offices  of  Civilian  Manpower  Management 
(ROCMM's),  Capital  Area  Personnel  Services  Office-Navy  (CAPSO- 
N);  and  Navy  Staff,  headquarters,  and  field  activities  employing 
civilians.  Mailing  addresses  are  provided  in  the  Department  of  the 
Navy  Directory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system:  Navy  civilian  em¬ 
ployees.  paid  from  appropriated  funds,  serving  under  career,  career- 
conditional,  and  excepted  appointments;  except  those  employees  ex¬ 
empt  by  the  Civil  Service  Commission  and  OCMM.  - 

Categories  of  records  in  the  system:  System  comprised  of  automated 
and  non-automated  records  reflecting  information  pertaining  to  the 
employee’s  performance.  Manual  records  of  evaluations  and  ratings 
are  maintained  in  the  Official  Personnel  Folder  and  may  be  retained 
by  the  supervisor  during  the  current  rating  period.  Other  files  are 
maintained  on  appeals  of  ratings,  correspondence  on  inquiries,  warn¬ 
ing  letters,  and  supportive  documentation  on  unsatisfactory  and  out¬ 
standing  ratings. 

Authority  for  maintenance  of  the  system:  Title  5,  USC  4302. 

Performance  Rating  Plans;  Establishment  of.’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  involving  the  membership  in  performance  rating  panels  or  rating 
and  ranking  panels  for  merit  promotion  purposes,  for  merit  promo¬ 
tion  selection  purposes,  for  award  purposes,  adverse  action  pur¬ 
poses.  or  for  appeals  purposes.  Representatives  of  the  United  States 
Civil  Service  Commission  acting  as  Chairman  of  the  Statutory 
Review  Board  on  appeals  of  performance  ratings  for  purposes  of 
reviewing  case  files,  conducting  hearings  and  rendering  decisions. 
Representatives  of  the  United  States  Civil  Service  Commission  on 
matters  relating  to  the  inspection,  survey,  audit  or  evaluation  of 
Navy  civilian  personnel  management  programs  or  such  other  matters 
under  the  jurisdiction  of  the  Commission.  The  Comptroller  General 
or  any  of  his  authorized  representatives,  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Navy’s  civilian  personnel  records.  The  Attorney  General  of  the 
United  States  or  his  authorized  representatives  in  connection  with 
litigation,  law  enforcement,  or  other  matters  under  the  direct  jurisdic¬ 
tion  of  the  Department  of  Justice  or  carried  out  as  the  legal  represen¬ 
tative  of  the  Executive  Branch  agencies.  Computer  System  Contrac¬ 
tors  and  their  employees  for  purposes  of  automatic  listings  of 
satisfactory  performance.  A  duly  appointed  Hearing  Examiner  for 
the  purpose  of  conducting  a  hearing  in  connection  with  an  em¬ 
ployee's  grievance  involving  the  disclosure  of  the  records  pertaining 
to  performance  evaluation  and  rating.  The  Senate  or  the  House  of 


Representatives  of  the  United  States  or  any  member.  Committee  or 
subcommittee  thereof,  any  joint  committee  of  Congress  or  subcom¬ 
mittee  of  joint  committees  on  matters  within  their  jurisdiction  requir¬ 
ing  disclosure  of  the  files  or  records  of  the  Appraisals  fo  Per¬ 
formance  Record  Systems.  Officials  and  employees  of  other  Com¬ 
ponents  of  the  Department  of  Defense  in  the  performance  of  their 
official  duties  related  to  the  screening  and  selection  of  candidates  for 
vacant  positions.  Officials  and  employees  of  other  departments  and 
agencies  of  the  Executive  Branch  of  government  upon  request  in  the 
performance  of  their  official  duties  related  to  the  screening  and 
selection  of  candidates  for  vacant  positions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  svtem: 

Storage:  Automated  records  are  stored  on  magnetic  tapes  and 
discs.  Manual  records  and  computer  print-outs  are  retained  in  paper 
file  folders. 

Retrievability:  Manual  records  retained  by  name.  Computer  records 
are  retrieved  by  Social  Security  number,  payroll  number,  name,  or 
other  identifier. 

Safeguards:  Manual  and  automated  records  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  disposal:  Computer  tapes  and  discs  arc  erased  after  5 
years.  Old  computer  print-outs  are  destroyed  when  the  new  print¬ 
outs  are  processed  at  the  end  of  the  performance  rating  period, 
which  is  on  an  annual  basis.  Manual  records  of  satisfactory  arc 
retained  for  only  one  year.  Outstanding  and  unsatisfactory  ratings 
and  supporting  documents  are  retained  permanently  in  the  official 
personnel  file. 

System  manager(s)  and  address:  The  Director  of  Civilian  Manpower 
Management,  and  the  heads  of  Navy  Staff,  Headquarters  and  field 
activities  employing  civilians. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Director  of  Civilian  Manpower  Management  or  the 
head  of  Navy  Staff.  Headquarters  and  field  activities  at  which  the  in¬ 
dividual  is  or  was  employed  or  to  which  he  has  submitted  an  applica¬ 
tion  for  employment.  The  letter  should  contain  the  full  name  and  so¬ 
cial  security  account  number  of  the  requester  and  his  signature.  The 
individual  may  visit  the  SYSMANAGER  at  thetiddress  which  is  pro¬ 
vided  in  the  Department  of  the  Navy  Directory  published  in  the 
Federal  Register.  Proof  of  identification  will  consist  of  a  Department 
of  Defence  (DOD)  or  Navy  building  pass,  or  identification  badge  or 
drivers  license,  or  by  other  types  of  identification  bearing  picture  or 
signature,  or  by  providing  vertial  information  that  could  be  verified 
with  the  individual’s  record. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Navy  civilian  personnel  offices;  Navy 
recruiters;  current  and  previous  supervisors  of  the  employee:  current 
and  previous  associates  of  the  employee  named  by  the  employee  as 
references. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N96021-41 

System  name:  Labor  Management  Relations  Records  System 

System  location:  Office  of  Civilian  Manpower  Management.  Re¬ 
gional  Offices  of  Civilian  Manpower  Management.  Capital  Area  Per¬ 
sonnel  Services  Office,  Navy,  and  Navy  Staff,  Headquarters  and 
Field  Activities  employing  civilians.  Mailing  addresses  are  provided 
in  the  Department  of  the  Navy  Directory,  published  in  the  Federal 
Register. 

Categories  of  individuals  covered  by  the  system:  Navy  civilian  em¬ 
ployees  paid  from  appropriated  and  non-appropriated  funds,  who  are 
involved  in  a  grievance  which  has  been  referred  to  an  arbitrator  for 
resolution;  Navy  civilian  employees  involved  in  the  filing  of  an  Un¬ 
fair  Labor  Practice  complaint  which  has  been  referred  to  the 
Assistant  Secretary  of  Labor-Management  Relations;  union  officials; 
union  stewards;  and  representatives. 

Categories  of  records  in  the  system:  Records  comprise:  Manual 
files,  maintained  in  paper  folders,  manually  filed  by  type  of  case  and 
case  number  (not  individual).  Folder  contains  all  information  pertain¬ 
ing  to  a  specific  arbitration  case  or  specific  Unfair  Labor  Practice 
with  whom  Navy  has  dealings;  field  activities  maintain  manual  roster 
of  local  union  officials  and  union  stewards. 

Authority  for  maintenance  of  the  system:  Executive  Order  11491,  as 
amended  'Labor-Management  Relations  in  the  Federal  Service.’ 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  the  Labor-Management  Relations  Program,  e.g.:  Ad- 
ministration/implcmcntalion  of  arbitration  awards:  interpretation  of 
the  Executive  Order  through  3rd  party  case  decisions:  National  Con¬ 
sultation  and  other  dealings  with  recognized  unions.  Representatives 
of  the  U.  S.  Civil  Service  Commission  on  matters  relating  to  the  in¬ 
spection.  survey,  audit,  or  evaluation  of  Navy  Civilian  Personnel 
Management  Programs.  The  Comptroller  GcneruT  or  any  of  his 
authorized  representatives,  in  the  course  of  the  peformace  i»f  duties 
of  thp  General  Accounting  Office  relating  to  the  Navy's  Labor 
Management  Relations  Program.  Officials  and  employees  of  other 
components  of  the  Department  of  Defense  in  the  performance  of 
their  official  duties  related  to  the  administration  of  the  Labor- 
Management  Relations  Program.  A  duly  appointed  hearing  examiner 
or  arbitrator  for  the  purpose  of  conducting  a  hearing  in  connection 
with  an  employee's  grievance.  An  arbritrator  who  is  given  a  contract 
pursuant  to  a  negotiated  labor  agreement  to  hear  an  employee’s 
grievance. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Manual  records  are  stored  in  paper  folders. 

Retrievability:  Manual  records  arc  retrieved  by  case  subject,  case 
number,  and/or  individual  employee  names. 

Safeguards:  All  manual  files  are  accessible  only  to  authorized  per¬ 
sonnel  having  a  need  to  know. 

Retention  and  disposal:  Case  files  arc  permanently  maintained. 
Union  official  rosters  arc  normally  destroyed  after  a  new  roster  has 
been  established. 

System  managerfs)  and  address:  The  Director  of  Civilian  Manpower 
Management,  Department  of  the  Navy.  Washington.  D.  C.  20390. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Director  of  Civilian  Manpower  Management  <Attn: 
Code  04),  Department  of  the  Navy,  Washington.  D.  C.  20390:  field 
activities. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGF.R. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appcaing  initial  determina 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGF.R 

Record  source  categories:  Navy  civilian  personnel  offices:  arbitra¬ 
tor's  office;  office  of  the  Assistant  Secretary  of  Labor  for  Labor- 
Management  Relations:  union  headquarters  offices. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N9602 1-431 

System  name:  Employee  Relations  Including  Discipline.  Employee 
Grievances.  Complaints,  etc. 

System  location:  Office  of  Civilian  Manpower  Management.  Re¬ 
gional  Offices  of  Civilian  Manpower  Management.  Capital  Area  Per¬ 
sonnel  Services  Office.  Navy,  and  Navy  Staff.  Headquarters  and 
Field  Activities  employing  civilians.  Mailing  addresses  arc  provided 
in  the  Department  of  the  Navy  Directory,  published  in  the  Federal 
Register. 

Categories  of  individuals  covered  by  the  system:  Navy  civilian  em¬ 
ployees.  paid  from  appropriated  funds  serving  under  career,  career- 
conditional.  temporary  and  excepted  service  appointments  on  whom 
discipline,  grievances,  and  complaints  records  exist.  Discrimination 
complaints  of  Navy  civilian  employees,  paid  from  appropriated  and 
non-appropriated  funds,  applicants  for  employment  and  former  em¬ 
ployees  in  appropriated  and  non-appropriated  positions.  Appeals  of 
Navy  civilian  employees  paid  frm  appropriated  funds.  Filipino  em¬ 
ployee  appeal  case  files  (’Filipinos  who  arc  lawfully  admitted  re¬ 
sidents.')  Cases  reviewed  by  CINCPAC  under  Filipino  Employment 
Policy  Instructions.  Management  Operation  Record  System  consisting 
of  manual  file  maintained  by  immediate  supervisors  and  high  level 
managers  concerning  employee  performance,  capability,  informal 
discipline,  attendance,  leave  and  tardiness,  work  assignments,  and 
similar  work  related  employee  records. 

Categories  of  records  in  the  system:  Manual  files,  maintained  in 
paper  folders,  contain  copies  of  documents  and  information  pertain¬ 
ing  to  discipline,  grievances,  complaints,  and  appeals. 

Authority  for  maintenance  of  the  system:  Executive  Order  9830. 
Amending  the  Civil  Service  Rules  and  Providing  for  Federal  Person¬ 
nel  Administration:  4  U.S.C.  1302,  3301.  3302;  Executive  Order 
10577,  Amending  the  Civil  Service  Rules  and  Authorizing  a  New  Ap¬ 


pointment  System  for  the  Competitive  System.  P.L.  92-261.  The 
Equal  Employment  Opportunity  Act  of  1972:  P.L.  93-259.  extension 
of  Age  Discrimination  in  Employment  Act  of  1967.  5  U.S.C.  7512: 
Executive  Order  1 1491.  Labor- Management  Relations  in  the  Federal 
Service. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  of  the  Depart¬ 
ment  of  the  Navy  in  the  performance  of  their  official  duties  related 
to  the  management  of  civilian  employees  in  the  processing,  adminis¬ 
tration.  and  adjudication  of  discipline,  grievances,  complaints,  ap¬ 
peals.  litigation,  and  program  evaluation.  Representatives  of  the 
United  States  Civil  Service  Commission  on  matters  relating  to  the  in¬ 
spection.  survey,  audit  or  evaluation  of  Navy  civilian  personnel 
management  programs  or  personnel  actions,  or  such  other  matters 
under  the  jurisdiction  of  the  Commission.  Appeals  officers  and  com¬ 
plaints  examiners  of  the  Federal  Employee  Appeals  Authority  for  the 
purpose  of  conducting  hearings  in  connection  with  employees  appeals 
from  adverse  actions  and  formal  discrimination  complaints.  The 
Comptroller  General  or  any  of  his  authorized  representatives,  in  the 
course  of  the  performance  of  duties  of  the  General  Accounting  Of¬ 
fice  relating  to  the  Navy's  civilian  manpower  management  programs. 
The  Attorney  General  of  the  United  States  or  his  authorized 
reprcsentalves  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies.  The*  Senate  or  the  House  of  Representativ  es  of  the 
United  States  or  any  member,  committee  or  subcommittee  of  joint 
committees  on  matters  within  their  jurisdiction  relating  to  the  above 
programs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Manual  records  are  stored  in  paper  folders. 

Retrievability:  Manual  records  are  filed  by  last  name. 

Safeguards:  All  records  are  stored  under  strict  control,  and  are 
available  only  to  authorized  personnel  having  a  need  to  know . 

Retention  and  disposal:  Manual  records  are  destroyed  upon  separa¬ 
tion  of  the  employee  from  the  activity,  or  in  accordance  with  ap¬ 
propriate  record  disposal  schedule. 

System  manager(s)  and  address:  The  Director  of  Civilian  Manpower 
Management.  Department  of  the  Navy.  Washington.  D.C.  20390. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Director  of  Civilian  Manpower  Management.  Depart¬ 
ment  of  the  Navy.  Washington.  D.C.  20390.  Commanding  Officers  or 
Heads  of  Navy  Staff  Headquarters  and  Field  Activities.  The  letter 
should  contain  the  full  name,  social  security  number,  and  signature 
of  the  requester.  The  individual  may  visit  the  Director  of  Civilian 
Manpower  Management.  Department  of  the  Navy.  Washington.  D.C. 
or  the  Navy  activity  at  which  he  or  she  is  employed.  The  addresses 
of  these  activities  are  provided  in  the  Department  of  the  Navy- 
Directory.  published  in  the  Federal  Register. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  SYSMANAGF.R 

Record  source  categories:  Supervisors  or  other  appointed  officials 
designated  for  this  purpose. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N9602 1-433 

System  name:  Employee  Assistance  Program  Case  Record  System 

System  location:  Office  of  Ciilian  Manpower  Management.  Re¬ 
gional  Offices  of  Civilian  Manpower  Management.  Capital  Area  Per¬ 
sonnel  Services  Office.  Navy,  and  Navy  Staff.  Headquarters  and 
F'ield  Activities  employing  civilians.  Mailing  addresses  are  provided 
in  the  Department  of  the  Navy  Directory,  published  in  the  Federal 
Register. 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  in  appropriated  and  non-appropriated  fund  activities  who  are 
referred  by  management  for.  or  voluntarily  request,  counseling 
assistance. 

Categories  of  records  in  the  system:  System  is  comprised  of  case 
records  on  employees  who  are  patients  (counselccs)  which  are  main¬ 
tained  by  individual  counselors  and  consist  of  information  on  condi¬ 
tion.  current  status,  and  progress  of  employees  or  dependents  who 
have  alcohol,  drug,  emotional,  or  other  personal  problems. 

Authority  for  maintenance  of  the  system:  Drug  Abuse  Office  and 
Treatment  Act  of  1972,  as  amended  by  Public  Law  93-282  (21  U.S.C. 
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1175);  Comprehensive  Alcohol  Abuse  and  Alcoholism  Prevention, 
Treatment,  and  Rehabilitation  Act  of  1970,  as  amended  by  Public 
Law  93-282  (42  U.S.C.  4582);  Subchapter  A  of  Chapter  I,  Title  42, 
Code  of  Federal  Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Navy  coun¬ 
selor  in  the  execution  of  his  counseling  function  as  it  applies  to  the 
individual  patient  (counselee).  With  specific,  written  authority  of  the 
patient,  selected  information  may  be  provided  to  and  used  by  other 
counselors  or  medical  personnel,  research  personnel,  employers,  pa¬ 
tient  representatives  such  as  legal  counsel,  and  to  other  agencies  or 
individuals  when  disclosure  is  to  the  patient's  benefit,  such  as  for 
processing  retirement  applications. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Case  records  are  stored  in  paper  file  folders. 

Retrievability:  By  employee  name  or  by  locally  assigned  identifying 
number. 

Safeguards:  All  records  are  stored  under  strict  control.  They  are 
maintained  in  spaces  normally  accessible  only  to  authorized  persons, 
normally  in  locked  cabinets. 

Retention  and  disposal:  Records  are  purged  of  patient  identifying 
information  within  five  years  after  termination  of  counseling. 

System  managers)  and  address:  The  Director  Of  Civilian  Manpower 
Management  and  Employee  Assistance  Program  Administrators  at 
Department  of  the  Navy  Staff,  headquarters  and  field  activity  levels. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Director  of  Civilian  Manpower  Management  or  to  the 
appropriate  Employee  Assistance  Program  Administrator.  The  letter 
should  contain  the  full  name  and  signature  of  the  requester  and  the 
approximate  period  of  time,  by  date,  during  which  the  case  record 
was  developed. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Counselors;  other  officials,  individuals  or 
practitioners;  and  other  agencies  both  in  and  outside  of  Government. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N96021-434 

System  name:  Suggestions  and  Awards  Record  System 

System  location:  Office  of  Civilian  Manpower  Management 
(OCMM),  Regional  Office  of  Civilian  Manpower  Management 
(ROCMM),  Capital  Area  Personnel  Services  Office,  Navy  (CAPSO- 
N),  and  Navy  Staff,  headquarters  and  field  activities.  Addresses  are 
provided  in  the  Department  of  the  Navy  Directory  published  in  the 
Federal  Register. 

Categories  of  individuals  covered  by  the  system:  Navy  civilian  em¬ 
ployees  paid  from  appropriated  funds,  military  personnel  on  active 
duty,  and  private  citizens  who  have  received  or  have  been  nominated 
for  Department  of  Navy,  Department  of  Defense  or  Presidential 
awards. 

Categories  of  records  in  the  system:  Automated  records  contain  data 
relating  to  Quality  (Salary)  Increases.  Manual  records  contain  infor¬ 
mation  relating  to  Superior  Performance,  Special  Achievements, 
Beneficial  Suggestions,  Inventions,  Scientific  Achievements,  Navy 
honorary  awards,  such  as  Distinguished  Civilian  Service  Award,  non- 
Navy  awards;  e.g..  Rockefeller  Public  Service  Award  and  Civil  Ser¬ 
vice  League  Awards.  Records  of  awards  to  private  citizens  for  con¬ 
tributions  benefiting  the  Navy  are  also  maintained. 

Authority  for  maintenance  of  the  system:  Section  4503  of  Title  5, 
U.S.  Code  (Civilian  cash  awards),  10  USC  1124,  P.L.  89-198  (Cash 
Awards  for  Suggestions,  Inventions,  and  Scientific  Achievements  for 
Military  Personnel). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  recognition  of  accomplishments  and  contributions  by 
Navy  Department  personnel  and  related  statistics.  Representatives  of 
the  U.S.  Civil  Service  Commission  on  matters  relating  to  inspection, 
survey,  audit  or  evaluation  of  Navy  Incentive  Awards  Programs.  The 
Comptroller  General  or  any  of  his  authorized  representatives  in  the 
course  of  the  performance  of  duties  of  the  General  Accounting  Of¬ 
fice  relating  to  the  Navy  Incentive  Awards  Program.  The  Attorney 
General  of  the  United  States  or  his  authorized  representatives  with 


respect  to  litigation  or  other  matters  under  the  jurisdiction  of  the  De¬ 
partment  of  Justice  or  carried  out  as  the  legal  representative  of  Ex¬ 
ecutive  Branch  agencies.  Officials  and  employees  of  the  other  com¬ 
ponents  of  the  Department  of  Defense  in  performance  of  their  offi¬ 
cial  duties  relating  to  matters  of  mutual  concern  with  respect  to  the 
DOD  Incentive  Awards  Programs.  Officials  and  employees  of  other 
Departments  and  agencies  of  the  Executive  Branch  of  the  Govern¬ 
ment  in  the  performance  of  their  official  duties  relating  to  matters  of 
mutual  concern  regarding  Incentive  Systems  Programs  of  the  U.S. 
Government.  A  duly  appointed  Hearing  Examiner  or  Arbitrator  for 
the  purpose  of  conducting  a  hearing  in  connection  with  an  em¬ 
ployee's  grievance  or  complaints  involving  disclosure  of  the  status  or 
disposition  of  award  claim  or  nominations.  Any  member  or  official 
representative  of  the  Legislative  Branch  of  U.S.  Government  on  mat¬ 
ters  within  their  jurisdiction  or  in  behalf  of  constituents  involving  dis¬ 
closure  of  records  of  the  Navy  Incentive  Awards  Program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  are  stored  on  magnetic  tapes,  discs, 
and/or  on  punched  cards.  Manual  records  are  stored  in  paper  file  fol¬ 
ders. 

Retrievability:  Automated  records  are  retrived  by  social  security 
number  and  name,  or  by  one,  or  a  combination  of  characteristics, 
academic  speciality.  Manual  records  are  by  last  name. 

Safeguards:  The  computer  facility  and  terminal  are  located  in 
restricted  areas  accessible  only  to  authorized  persons  who  are 
properly  screened,  cleared  and  trained.  Manual  records  and  computer 
printouts  are  available  only  to  authorized  personnel  having  a  need  to 
know. 

Retention  and  disposal:  Computer  tapes  and  discs  are  erased  five 
years  after  they  are  created.  Most  manual  records  of  Beneficial  Sug¬ 
gestions  are  destroyed  two  years  after  the  cases  are  closed.  Others 
are  retired  in  accordance  with  the  appropriate  activity  records 
disposal  schedule.  Most  honorary  awards  records  are  retained  two  to 
five  years  and  sent  to  the  Records  Center  or  destroyed.  Records  of 
awards  conferred  by  the  Secretary  of  the  Navy  are  retained  in¬ 
definitely  in  OCMM  for  availability  of  information  often  requested 
by  authorized  sources. 

System  manageris)  and  address:  The  Director  of  Civilian  Manpower 
Management,  and  the  heads  of  Navy  staff,  headquarters  and  field  ac¬ 
tivities.  Addresses  are  provided  in  the  Department  of  Navy  Directory 
published  in  the  Federal  Register. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Director  of  Civilian  Manpower  Management  or  to  the 
Head  of  Navy  Staff,  headquarters  or  field  activity  where  the  in¬ 
dividual  is  or  was  employed.  The  letter  should  contain  the  full  name 
and  social  security  account  number  of  the  requester  and  his  signa¬ 
ture.  The  individual  may  visit  OCMM,  the  Civilian  Personnel  Office 
of  the  Navy  activity  at  which  he  is  or  was  previously  employed,  or 
of  the  nearest  Navy  activity,  which  office  will  contact  the  Office  of 
Civilian  Manpower  Management,  if  nor  record  is  locally  available. 
Proof  of  identification  will  consist  of  a  Department  of  Defense 
(DOD)  or  Navy  building  pass,  or  identification  badge  or  driver’s 
license,  or  by  other  types  of  identification  bearing  picture  or  signa¬ 
ture,  or  by  providing  verbal  information  that  could  be  verified. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Department  of  the  Navy’s  rules 
for  access  to  records  and  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Navy  civilian  personnel  offices  and  cur¬ 
rent  and  previous  supervisors  of  the  employee. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N96021-44A 

System  name:  Navy  Central  Clearance  Group  (NCCG)  Records 

System  location:  Office  of  Civilian  Manpower  Management  (Code 
44),  Department  of  the  Navy,  Washington,  DC  20390 

Categories  of  individuals  covered  by  the  system:  Incumbent  and 
former  civilian  employees  in  and  applicants  for  sensitive  and  nonsen¬ 
sitive  postions  at  Department  of  the  Navy  appropriated  fund  activi¬ 
ties. 

Categories  of  records  in  the  system:  The  records  are  comprised  of 
(1)  reports  and  other  investigative  material  and  information 
developed  by  investigations  conducted  by  Federal  investigative  agen¬ 
cies  pursuant  to  statute  and  executive  order;  (2)  reports  of  arrest, 
criminal  activity  and  theirdisposition,  (3)  results  of  the  review  of  the 
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reports  by  the  NCCG,  including  the  security  or  suitability  determina¬ 
tion  made  on  the  case;  (4)  copies  of  correspondence  regarding  the 
case  and/or  reflecting  the  determination  made  by  the  NCCG;  and  (5) 
an  index  file  card  on  each  case. 

Authority  for  maintenance  of  the  system:  (1)  Executive  Order  10450 
(as  amended),  'Security  Requirements  for  Government  Employment’. 
(2)  5  USC  7532,  'Suspension  and  Removal’. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  records  are  main¬ 
tained  (1)  to  meet  the  statutory  requirements  of  5  USC  7532  and  E.O. 
10450  which  require  the  establishment  and  maintenance  of  an  effec¬ 
tive  program  to  insure  that  the  employment  and  retention  in  employ¬ 
ment  of  any  civilian  officer  or  employee  within  the  Department  is 
clearly  consistent  with  the  interest  of  the  national  security  and  which 
require  adjudication  and  readjudication  of  the  information  as  ap¬ 
propriate,  and  (2)  to  have  the  material  furnished  by  the  Civil  Service 
Commission  readily  available  for  return  to  the  Commission  upon 
request.  Upon  receipt  of  investigative  reports  and  security  informa¬ 
tion  on  civilian  employees  and  applicants,  the  NCCG  reviews  the 
material.  The  Office  of  Civilian  Manpower  Management  (OCMM) 
Security  Branch  then  transmits  the  material  to  the  employing  activity 
with  a  letter  or  stamped  endorsement  apprising  the  command  of  the 
security  determination  made  by  the  NCCG.  During  the  period  that 
the  reports  and  documents  are  at  an  activity,  the  material  is  under 
the  custody  of  the  activity’s  Security  Manager.  Following  the  review 
of  the  material  by  the  activity’s  commanding  officer  or  his  designee, 
the  material  is  (1)  returned  to  the  source  from  which  received,  if 
required,  (2)  retained  until  the  employee  is  separated,  or  (3) 
destroyed  if  it  is  of  no  further  value.  If  the  employing  activity  deter¬ 
mines  that  an  adverse  action  aganst  the  employee  is  warranted  based 
on  information  in  the  report,  appropriate  action  in  accordance  with 
Civil  Service  Commission  suitability  procedures  is  initiated  by  the  ac¬ 
tivity.  In  some  cases  the  NCCG  will  make  a  suitability  determination. 
Other  users  of  the  records  may  include  members  of  Security  Hearing 
Boards  and  officials  and  employees  of  the  Department  of  the  Navy 
in  performance  of  their  official  duties  related  to  the  Department  of 
the  Navy  Civilian  Personnel  Security  Program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  stored  in  file  folders  and  on  file  cards 

Retrievability:  Name  (last,  first,  middle)  and  date  of  birth. 

Safeguards:  Records  maintained  in  GSA  approved  security  con¬ 
tainers  accessible  only  to  authorized  employees  of  OCMM  Security 
Branch  who  are  properly  screened  and  trained  and  who  have  proper 
security  clearance. 

Retention  and  disposal:  Records  with  the  exception  of  the  index  file 
card  are  retained  in  active  file  until  end  of  third  calendar  year  follow¬ 
ing  last  entry  and  then  retired  to  the  Federal  Records  Center.  Suit- 
land,  MD.  Index  cards  are  retained  in  active  file  until  destroyed. 
Records  are  destroyed  in  accordance  with  GSA  General  Schedule  18. 

System  manager* s)  and  address:  The  Director  of  Civilian  Manpower 
Management,  Department  of  the  Navy,  Washington.  DC  20390. 

Notification  procedure:  Request  should  be  by  correspondence  ad¬ 
dressed  to  the  Director  of  Civilian  Manpower  Management  (Attn: 
Code  44),  Department  of  the  Navy,  Washington,  DC  20390.  The 
letter  should  contain  the  full  name,  date  and  place  of  birth,  and  so¬ 
cial  security  number  of  the  requester  and  his  signature. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  SYSMANAGER. 

Record  source  categories:  Investigation  results  and  information  pro¬ 
vided  by  appropriate  investigative  agencies  of  the  Federal  Govern¬ 
ment. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N9602I-44B 

System  name:  Civilian  Personnel  Security  Files 

System  location:  Department  of  the  Navy  Staff,  Headquarters  and 
Field  Activities  employing  civilians  in  sensitive  and  nonsensitive 
positions.  Official  mailing  addresses  are  provided  in  the  Department 
of  the  Navy  Directory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system:  Civilian  employee, 
nonappropriated  fund  employees,  contractor  employees  and  visitors 
requiring  base  or  activity  access,  and  applicants  under  consideration 
for  employment  within  the  employing  activity. 


Categories  of  records  in  the  system:  Files  contain  records  and  infor¬ 
mation  appropriate  to  the  activities  civilian  employee  security  pro¬ 
gram  and  may  include  certificates-  of  personnel  security  clearances 
and  source  documents  which  identify  the  appropriate  investigative 
basis  for  clearance  eligibility,  security  access  information,  copies  of 
requests  for  investigation,  personal  history  and  qualifications  state¬ 
ments  and  other  information  provided  by  the  employee,  signed 
security  briefing  and  debriefing  statements,  exception  documents,  co¬ 
pies  of  letters  of  reprimand  or  suspension,  memorandums  between 
the  personnel  officer  or  other  officers  and  the  security  manager,  final 
and  interim  reports  of  investigations  completed,  correspondence  con¬ 
cerning  personnel  security  matters,  records  of  security  orientation, 
education  and  training  provided  employees,  internal  security  informa¬ 
tion.  records  of  security  violations,  and  information  from  law  en¬ 
forcement  agencies,  former  employers  and  supervisors,  references 
and  schools  attended. 

Authority  for  maintenance  of  the  system:  Executive  Order  10450  (as 
amended).  ’Security  Requirements  for  Government  employment’  In¬ 
ternal  Security  Act  1950.  18  USC  1382.  and  Title  18  U  S.  code. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To.  provide  an  effective 
program  to  insure  that  the  employment  and  retention  in  employment 
of  any  civilian  officer  or  employee  within  the  activity  is  clearly  con¬ 
sistent  with  the  interests  of  national  security.  To  determine  the  in¬ 
vestigative  requirements  for  appointment  and  retention  of  civilian  of¬ 
ficers  and  employees.  To  provide  information  concerning  the  security 
clearance  and  degree  of  access  granted  each  employee.  To  provide  a 
basis  by  which  an  applicant  or  employee  may  be  determined  suitable 
for  employment  or  retention  in  employment  in  sensitive  or  nonsensi¬ 
tive  positions  within  the  Federal  civilain  service.  To  provide  a  record 
of  favorable  security  and  suitability  determinations  made  by  the 
Navy  Central  Clearance  Group,  of  favorable  and  unfavorable  deter¬ 
minations  made  by  the  Secretary  of  the  Navy  and  of  suitability  deter¬ 
minations  made  by  the  Civil  Service  Commission  and  the  activity. 
Users  include  officials  and  employees  of  the  Department  of  the  Navy 
in  the  performance  of  their  official  duties  related  to  the  Department 
of  the  Navy  Civilian  Personnel  Security  Program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  on  file  cards. 

Retrievability:  Name  (last,  first,  middle),  date  of  birth,  and  social 
security  number. 

Safeguards:  Safekeeping  and  storage  in  accordance  with  the  De¬ 
partment  of  the  Navv  Information  Security  Program  Regulation. 
OPNAV  55 10. IF..  Chapter  V. 

Retention  and  disposal:  Records  are  retained  during  the  employ¬ 
ment  of  the  employee  at  the  activity,  and  during  period  applicants 
are  being  considered  for  employment,  but  may  be  disposed  of  at  any 
time  after  serving  their  purpose.  The  records  are  disposed  of  upon 
separation  (retirement,  transfer,  resignation,  termination,  etc.)  of  the 
employee.  Disposal  may  be  made  by  (1)  return  to  the  source  from 
which  received,  if  required.  (2)  forwarding  to  the  Department  of  De¬ 
fence  activity  to  which  an  employee  is  transferred,  or  (3)  destruction. 

System  manager(s)  and  address:  Commanding  officers  of  Heads  of 
Department  of  the  Navy  Staff.  Headquarters  and  field  activities  em¬ 
ploying  civilians. 

Notification  procedure:  Request  should  be  by  correspondence  ad¬ 
dressed  to  the  SYSMANAGER.  The  letter  should  contain  the  full 
name,  date  and  place  of  birth,  and  social  security  number  of  the 
requester  and  his  signature.  Official  mailing  addresses  arc  provided  in 
the  Department  of  the  Navy  Directory,  published  in  the  Federal  Re¬ 
gister.  The  employee  may  visit  the  Security  Manger’s  Office  of  the 
activity  at  which  she  or  he  is  employed. 

Record  access  procedures:  The  agency's  rules  for  access  may  be 
obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  SYSMANAGER. 

Record  source  categories:  Investigation  results  and  information  pro¬ 
vided  by  appropriate  investigative  agencies  and  the  Office  of  Civilian 
Manpower  Management. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k).  as  applicable. 
For  additional  information  contact  the  System  Manager. 

N9602I-51 

System  name:  Job  Evaluation.  Position  Classification.  Job  Grading. 

Position  Management,  etc. 
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System  location:  Office  of  Civilian  Manpower  Management,  De¬ 
partment  of  the  Navy;  Regional  Offices  of  Civilain  Manpower 
Management;  Capital  Area  Personnel  Servicing  Office-Navy;  and 
Navy  Staff,  Headquarters,  and  Field  Activities  employing  civilians. 
Mailing  addresses  are  provided  in  the  Department  of  the  Navy 
directory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system:  Civilain  employees 
paid  from  appropriated  and  non-appropriated  funds,  serving  in  jobs 
and  positions  covered  by  Title  5,  United  States  Code. 

Categories  of  records  in  the  system:  System  is  comprised  of  descrip¬ 
tions  of  duties  and  responsibilities  constituting  jobs  and  positions  to 
which  individual  employees  are  assigned,  evaluation  statements  re¬ 
garding  those  jobs  and  positions,  audit  notes  related  to  those  jobs 
and  positions,  appeal  decisions  regarding  those  jobs  and  positions, 
and  other  miscellaneous  information  which  relates  to  those  jobs  and 
positions.  Files  are  maintained  in  loose  leaf  binders  or  paper  folders 
which  are  filed  by  organizational  location,  occupational  title,  occupa¬ 
tional  code,  and/or  employee’s  name. 

Authority  for  maintenance  of  the  system:  Title  S,  United  States 
Code  Sections  5101,  5106,  5107,  5108,  5110,  5112,  5113,  5346  Classifi¬ 
cation,  Pay  Rates  and  Systems 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  die  Navy,  the  Department  of  Defense,  and  the 
Civil  Service  Commission  in  the  performance  of  their  duties  related 
to  recruitment,  selection,  retention,  training,  and  promotion  of  em¬ 
ployees,  classification  of  positions  and  grading  of  jobs,  adjudication 
of  employee  appeals,  management  of  resources,  determination  of  pay 
rates  for  employees,  determination  of  benefits  for  employees,  and 
other  management  related  functions  which  involve  the  categorization 
of  jobs,  positions,  or  employees  by  the  types  of  duties  and  responsi¬ 
bilities  assigned  and/or  performed.  Labor  organization  members 
and/or  representatives  involved  in  representation  of  employees  in 
grievance  and  appeal  cases.  The  Comptroller  General  of  the  United 
States  or  his  representatives  in  the  performance  of  duties  related  to 
the  management  of  government  operations.  The  Attorney  General  of 
the  United  States  or  his  representatives  in  cases  involving  litigation, 
law  enforcement,  or  other  official  matters.  Hearing  examiners  and/or 
arbitrators  during  hearings  regarding  employee  grievances.  Members 
or  committees  of  the  Congress  of  the  United  States  in  cases  wherein 
civilian  employment  matters  are  under  study  or  investigation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  stored  in  loose  leaf  binders  or  paer  file  fol¬ 
ders. 

Retrievability:  Records  are  retrieved  by  job  or  position  title,  job  or 
position  number,  organizational  location,  job  or  position  occupational 
code,  and/or  by  employee  name  directly  or  through  cross  reference 
files  maintained  by  other  entities. 

Safeguards:  Files  are  maintained  in  standard  file  cabinets  or  book¬ 
cases.  Files  are  located  in  buildings  or  spaces  which  are  locked  to  the 
public  during  non-working  hours.  Files  are  issued  only  on  the  basis 
of  a  demonstrated  need  to  know. 

Retention  and  disposal:  Files  are  maintained  during  the  period  of 
their  currency  and  must  be  maintained  for  2  years  after  positions  or 
jobs  are  abolished  or  superseded. 

System  managerfs)  and  address:  The  Director  of  Civilian  Manpower 
Management  and  the  heads  of  Navy  Staff,  Headquarters,  and  Field 
Activities  employing  civilians.  Addresses  are  provided  in  the  Depart¬ 
ment  of  the  Navy  directory  published  in  the  Federal  Register. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Director  of  Civilian  Manpower  Management,  Depart¬ 
ment  of  Navy,  Washington,  D.C.  20390,  or  the  head  of  the  concerned 
Navy  Staff,  Headquarters,  or  Field  Activity  of  current  or  former  em¬ 
ployment.  Mailing  addresses  for  the  concerned  activities  are  provided 
in  the  Department  of  the  Navy  directory  published  in  the  Federal  Re¬ 
gister.  Corresponcence  should  contain  the  requester’s  name,  job  or 
position  title,  series  and  grade,  organizational  assignment,  employing 
activity  name  and  address,  and  official  signature  or  witnessed  mark. 
The  individual  requester  may  visit  the  Office  of  Civilian  Manpower 
Management,  1735  North  Lynn  Street,  Arlington  Virginia,  the  vari¬ 
ous  Regional  Offices  of  Civilian  Manpower  Management,  Navy  Staff 
or  Headquarters  offices,  or  the  Personnel  Office  of  the  Navy  activity 
at  which  currently  or  formerly  employed  or  of  the  nearest  Navy  ac¬ 
tivity  to  request  information.  The  office  contacted  will  contact  the 
cognizant  office  by  telephone  if  no  record  is  locally  available  and  the 
cognizant  office  can  be  identified.  Addresses  of  activities  and  offices 
are  provided  in  the  Department  of  the  Navy  directory  published  in 
the  Federal  Register.  Proof  of  identification  will  consist  of  a  Depart¬ 


ment  of  Defense  (DOD)  or  Navy  building  pass  or  identification 
badge,  driver’s  license,  or  other  type  of  identification  bearing  a 
photograph  or  signature  or  both,  or  by  providing  verbal  information 
that  can  be  verified  by  reference  to  the  file  information  requested. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Navy  Civilain  Personnel  Offices  and  their 
representatives,  current  and  previous  supervisors  and/or  associates 
of  the  employee,  employees'  representatives,  and  other  miscellane¬ 
ous  sources  having  knowledge  of  the  employees’  assigned  duties  and 
responsibilities,  past  and  present. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N96021-52 

System  name:  Missing  Persons  and  Death  Cases 

System  location:  Office  of  Civilian  Manpower  Management,  De¬ 
partment  of  the  Navy,  Washington,  D.C.  20390 

Categories  of  individuals  covered  by  the  system:  Employees  of  the 
Navy  missing  or  deceased  as  a  result  of  their  employment 

Categories  of  records  in  the  system:  Files  consist  of  non-automated 
records  concerning  information  pertaining  to  employee’s  identifica¬ 
tion,  address,  next  of  kin,  reason  missing  and/or  cause  of  death. 

Authority  for  maintenance  of  the  system:  Title  5,  United  States 
Code,  Chapter  55,  Subchapter  VII,  Payments  to  Missing  Employees 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy,  the  Department  of  Defense,  Civil  Ser¬ 
vice  Commission,  and  Department  of  Labor  in  the  performance  of 
their  official  duties  while  providing  assistance  to  employeesand  their 
families  during  period  employee  is  missing  or  following  employee’s 
death.  Tthe  Comptroller  General  of  the  United  States  or  his  represen¬ 
tatives  with  regard  to  payment  of  claims  arising  from  missing  or 
death  cases.  Members  of  Congress,  their  staffs  and  labor  organiza¬ 
tion  members  concerned  for  their  constituents  and  fellow-members. 
Employees  and  officials  of  the  Justice  Department  in  the  event  of 
litigation.  The  next  of  kin,  or  legal  representatives,  of  the  deceased 
or  missing  employee. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  stored  in  paper  file  folders 

Retrievability:  Records  are  retrieved  by  employee’s  name  and  ac¬ 
tivity 

Safeguards:  Files  are  maintained  in  standard  file  cabinets.  Files  are 
located  in  buildings  or  spaces  which  are  locked  to  the  general  public 
during  non-working  hours.  Files  are  issued  only  or  the  basis  of  a 
demonstrated  need  to  know. 

Retention  and  disposal:  Indefinite 

System  managerfs)  and  address:  The  Director  of  Civilian  Manpower 
Management,  Department  of  the  Navy,  Washington,  D.C.  20390 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Director  of  Civilian  Manpower  Management,  Depart¬ 
ment  of  the  Navy,  Washington,  D.C.  20390.  Correspondence  should 
contain  the  requestor’s  name,  job  or  position  title,  series  and  grade, 
organizational  assignment,  employing  activity  name  and  address,  and 
official  signature  or  witnesses  mark.  The  individual  requester  may 
visit  the  Office  of  Civilian  Manpower  Management,  1735  North  Lynn 
Street,  Arlington,  Virginia,  to  request  information.  Proof  of  identifi¬ 
cation  will  consist  of  a  Department  of  Defense  (DOD)  or  Navy  build¬ 
ing  pass  or  identification  badge,  driver’s  license,  or  other  type  of 
identification  bearing  a  photograph  or  signature  or  both,  or  by 
providing  verbal  information  that  can  be  verified  by  reference  to  the 
file  information  requested. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Navy  Civilian  Personnel  Offices  and  their 
representatives. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N96021-53 

System  name:  Health  Programs,  Insurance  and  Annuties 
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System  location:  Office  of  C  ivilian  Manpower  Management.  Heads 
of  Navy  Staff.  Headquarters  and  Field  Activities  employing  civilians. 
Mailing  addresses  are  provided  in  the  Department  of  the  Navy 
directory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system:  Navy  civilian  em¬ 
ployees  who  arc  injured  while  in  the  performance  of  duty. 

Categories  of  records  in  the  system:  Files  consist  of  lion-automated 
records  concerning  information  pertaining  to  the  employee’s  identifi¬ 
cation.  address,  injury  or  occupational  disease,  and  attending  physi¬ 
cian's  report. 

Authority  for  maintenance  of  the  system:  Title  5.  U.S.  Code  8120. 
Report  of  injury  and  8121.  Claim 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  and  the  Department  of  l  abor  in  the  per¬ 
formance  of  their  official  duties  related  to  the  processing  of  injury 
compensation  claims.  The  Comptroller  General,  or  any  of  his 
authorized  representatives,  in  the  performance  of  duties  of  the 
General  Accounting  Office  with  regard  to  claims  arising  from  on-thc- 
job  injuries.  The  Justice  Department  in  the  event  of  litigation,  insur¬ 
ing  agencies,  the  Civil  Service  Commission,  and  beneficiaries,  or 
their  legal  representatives,  in  connection  with  injury,  health  benefits, 
or  life  insurance  claims. 

Policies  tend  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  stored  in  paper  file  folders 

Ketricvahility:  Records  are  retrieved  by  employee  name  directly. 

Safeguards:  Records  arc  available  only  to  authorized  personnel’ 
having  a  need  to  know. 

Retention  and  disposal:  Manual  records  arc  kept  indefinitely 

System  manager(s)  and  address:  The  Director  of  Civilian  M;mpower 
Management,  and  the  Heads  of  Navy  Staff.  Headquarters,  and  Field 
Activities  employing  civilians  Addresses  arc  provided  in  the  Depart¬ 
ment  of'thc  Navy  directory  published  in  the  Federal  Register. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Director  of  Civilian  Manpower  Management.  Depart¬ 
ment  of  the  Navy,  Washington.  D.C.  20390.  or  the  head  of  the  con¬ 
cerned  Navy  Staff,  Headquarters,  of  Field  Activities.  Mailing  ad¬ 
dresses  for  the  concerned  activities  arc  provided  in  the  Department 
of  the  Navy  directory  published  in  the  Federal  Register.  Correspon¬ 
dence  should  contain  the  requestor's  name,  employing  activity  name 
and  address,  and  official  signature.  The  individual  requestor  may 
visit  the  Office  of  Civilian  Manpower  Management,  1735  North  Lynn 
Street.  Arlington.  Virginia.  Navy  Staff  or  headquarters  offices,  or 
the  Safety  Office  of  the  Navy  activity  at  which  currently  or  formerly 
employed. 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  the  systems  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  systems  manager. 

Record  source  categories:  Navy  safety  offices. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N96021-54 

System  name:  Travel  Allowance  Claims  Record  System 

System  location:  Office  of  Civilian  Manpower  Management.  De¬ 
partment  of  the  Navy:  Regional  Offices  of  Civilian  Manpower 
Management:  Capital  Area  Personnel  Servicing  Office-Navy;  and 
Navy  Staff.  Headquarters,  and  Field  Activities  employing  civilians. 
Mailing  addresses  are  provided  in  the  Department  of  the  Navy 
directory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system:  Navy  civilian  em¬ 
ployees,  with  or  without  compensation,  or  a  new  appointee  to  a  posi¬ 
tion  outside  the  continental  United  States,  or  to  certain  positions 
within  the  50  States  and  the  District  of  Columbia.  When  performing 
official  travel  at  the  expense  of  the  Department  of  the  Navy,  em¬ 
ployees  of  other  Government  departments  and  agencies. 

Categories  of  records  in  the  system:  System  comprises  nonauto- 
mated  records  reflecting  information  pertaining  to  the  employee's 
identification,  travel  authorizations  including  dates  of  travel,  expense 
incurred,  locations  visited;  movement  of  household  goods  including 
weight,  method  and  cost  of  shipment;  and  number  and  identification 
of  dependents. 

Authority  for  maintenance  of  the  system:  Chapter  57  of  Title  5. 

United  States  Code,  Travel,  Transportation  and  Subsistence 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  t  Mficiuls  and  employees  ol 
the  Department  of  the  Navy  in  the  perloimanee  of  their  official  du¬ 
ties  related  to  the  authorization  of  official  travel,  reinbiii'emenl  of 
expenses  incurred  by  the  travelers,  and  auditing  of  travel  claims  and 
payments  made  to  travclcts.  The  Comptroller  General,  or  any  ol  his 
authorized  representatives,  in  the  performance  of  duties  of  the 
General  Accounting  Officei  relating  to  the  review  of  supplemental 
travel  claims  and  to  other  aspects  of  the  Navy's  civilian  manpower 
management  programs.  I  he  Dcp.uiiik  lit  ol  Defense  Per  Diem.  T  ravel 
and  Transportation  Allowance  Committee  in  its  review  of  requests 
for  actual  expense  allowances.  I he  Justice  Department  in  the  erent 
of  litigation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  stored  in  paper  file  folders 

Relrievability:  Records  are  retrieved  by  last  name 

Safeguards:  Records  are  maintained  in  tile  cabinets  in  buildings  or 
spaces  which  are  locked  to  the  general  public  during  non-working 
hours  and  are  available  only  to  authorized  ptsonnel  having  a  need  to 
know. 

Retention  and  disposal:  Records  arc  maintained  indefinitely 

System  manager(s)  and  address:  I  he  Director  ol  Civilian  Manpower 
Management  and  the  heads  of  Navy  Staff.  Headquarters,  ami  I  ield 
Activities  employing  civilians.  Addresses  are  provided  in  the  Depart¬ 
ment  of  the  Navy  directory  published  in  the  Federal  Register 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  civilian  personnel  office  oi  comptroller  department  of 
the  activity  which  issued  the  travel  orders  or  processed  the  travel 
claim.  The  letter  should  contain  the  full  name  of  the  requester  and 
his  signature.  The  individual  may  visit  the  civilian  personnel  office  of 
the  Navy  activity  at  which  lie  is  currently  employed,  or  of  the 
nearest  Navy  activity,  which  office  will  contact  the  appropriate 
civilian  personnel  office  or  comptroller  department  Ivy  telephone. 
Proof  of  identification  will  consist  of  a  Department  of  Defense  or 
Navy  building  pass  or  identification  badge,  or  drivers  license,  or  by 
other  types  of  identification  bearing  picture  or  signature. 

Record  access  procedures:  The  agency  's  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determiniations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Travel  orders  prepared  by  a  transporta¬ 
tion  officer,  travel  claims  submitted  by  the  employee,  and  supevisors 
requiring  the  travel  in  connection  with  official  duties. 

Systems  exempted  from  certain  provisions  of  the  act:  NONF 
N96021-62 

System  name:  Personnel  Automated  Data  System  (PADSl 

System  location:  Office  of  Civilian  Manpower  Management 
lOCMMl.  Capital  Area  Personnel  Services  Office-Navy  (CAPSO-N). 
Regional  Offices  of  Civilian  Manpower  Management,  and  Navy 
Staff.  Headquarters  and  Field  activities  employing  civilians.  Mailing 
addresses  are  provided  in  the  Dept,  of  the  Navy  directory  published 
in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system:  Navy  civilian  em¬ 
ployees,  paid  from  appropriated  funds.  Covers  all  United  Stales 
citizen  direct  hire  employees  (full  time,  part  time,  and  intermittent 
pay  basis)  and  Non-citizens  who  arc  direct  hire  employees  paid  from 
appropriated  funds. 

Categories  of  records  in  the  system:  System  comprises  automated 
records  reflecting  information  pertaining  to  the  employee's  identifica¬ 
tion  and  other  items  pertaining  to  the  employee  such  as:  name,  unit 
identification  code.  sex.  birthdate.  citizenship  code,  veterans 
preference  code,  type  of  appointment  code,  tenure  code,  service 
computation  date,  physical  handicap  code,  retirement  status  code, 
federal  employees  group  life  insurance  code,  pay  plan,  occupa¬ 
tion/series/grade/step.  functional  code,  pay  base,  salary,  location 
code,  position  occupied  code,  state  apportionment  code,  uniformed 
service  designation  code,  date  of  retirement  from  uniform  service, 
uniformed  service  pay  grade,  workschcdule  code,  pay  rate  determi¬ 
nant  code,  special  program  identifier  code,  supervisory  position 
code,  position  status  code,  excepted  appointment  code,  strength  ac¬ 
counting  status  code,  overseas  transportation  agreement  code.  The 
manual  files  maintained  in  paper  folders  contain  the  Individual  Em¬ 
ployee  Data  Collection  NAVSO  Form  12280/11.  Notification  of  Per¬ 
sonnel  Action,  Standard  Form  50  as  modified  by  the  Navy.  Payroll 
Change  Slip,  Standard  Form  1126  and  computer  printouts. 
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Authority  for  maintenance  of  the  system:  Title  5  USC  301 

Departmental  Regulations’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  the  management  of  the  Navy  direct  hire  employees 
paid  from  appropriated  funds:  the  design,  development,  maintenance 
and  operation  of  the  automated  system  of  records.  The  United  States 
Civil  Service  Commission,  as  systems  proponent  for  the  Federal¬ 
wide  Central  Personnel  Data  File  because  the  Navy  Personnel  Auto¬ 
mated  Data  System  is  the  central  Navy-wide  source  of  data  to  that 
system,  and  on  matters  relating  to  the  inspection,  survey,  audits  or 
evaluation  of  Navy  civilian  personnel  management  programs,  or  per¬ 
sonnel  actions,  or  such  other  matters  under  the  jurisdiction  of  the 
Commission.  The  Comptroller  General  or  any  of  his  authorized 
representatives  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  Navy's  civilian  manpower 
management  programs.  The  Attorney  General  of  the  United  States  or 
his  authorized  representatives  in  connection  with  litigation,  law  en¬ 
forcement.  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  carried  out  as  the  legal  representative  of  the 
F.xccutive  Branch  agencies.  Officials  and  employees  of  other  com¬ 
ponents  of  the  Department  of  Defense  in  the  performance  of  their 
official  duties  related  to  the  management  of  the  Department  of 
Defense  civilian  manpower  management  programs.  Officials  and  em¬ 
ployees  of  other  Departments  and  agencies  of  the  Fxecutive  Branch 
of  government  upon  request  in  the  performance  of  their  official  du¬ 
ties  related  to  the  management  of  civilian  manpower  management 
programs.  The  Computer  Systems  Group  Corporation  (a  contractor) 
and  its  employees  for  the  purpose  of  card  punch  recording  of  data 
from  employee  personnel  action  documents  or  data  collection  forms 
and  other  documents.  The  Senate  or  the  House  of  Representatives  of 
the  United  States  or  any  member  Committee  or  sub-committee 
therof.  any  joint  committee  of  Congress  or  subcommittee  of  joint 
committees  on  matters  within  their  jurisdiction  requiring  disclosure 
of  the  files  or  records  of  the  Navy's  civilian  manpower  management 
program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  arc  stored  on  magnetic  tapes  and  discs 
and  on  punched  cards  and  computer  printouts.  Manual  records  are 
stored  in  paper  file  folders. 

Retries  ability:  Automated  records  are  retrieved  by  social  security 
number,  name,  or  by  one.  or  a  combination  of  data  elements  such  as 
Submitting  Office  Number  (SON),  Unit  Identification  Code  (UIC). 
Major  Claimant  Code.  Occupational  Series.  Grade,  etc. 

Safeguards:  The  computer  facility  and  terminal  are  located  in 
restricted  areas  accessible  only  to  authorized  persons  that  are 
properly  screened,  cleared  and  trained.  Manual  records  and  computer 
printouts  arc  available  only  to  authorized  personnel  having  a  need  to 
knpw. 

Retention  and  disposal:  Computer  magnetic  tapes  are  retained  per¬ 
manently.  Magnetic  discs  are  erased  after  use.  Computer  printouts 
are  destroyed  after  three  months.  Input  documents  (NAVSO 
12280/11)  are  destroyed  after  data  is  converted  to  machine  readable 
form.  Input  punch  cards  are  retained  for  two  weeks. 

System  managers)  and  address:  The  Director  of  Civilian  Manpower 
Management,  and  the  Head  of  Navy  Staff.  Headquarters,  and  Field 
activities  employing  civilians. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Director  of  Civilian  Manpower  Management  or  the 
Head  of  Navy  Staff.  Headquarters  or  Navy  Field  activities  where  the 
individual  is  currently  employed  or  was  last  employed.  Mailing  ad¬ 
dresses  are  provided  in  the  Department  of  the  Navy  directory, 
published  in  the  Federal  Register.  The  letter  should  contain  the  full 
name  and  social  security  account  number  of  the  requester  and  his 
signature.  The  individual  may  visit  the  Office  of  Civilian  Manpower 
Management.  Pomponio  Plaza  Building.  1735  N.  Lynn  Street,  Arling¬ 
ton.  VA.  or  the  Civilian  Personnel  Office  of  the  Navy  activity  at 
which  he  is  currently  employed,  or  of  the  nearest  Navy  activity, 
which  office  will  contact  the  OCMM  Code  62  by  telephone  202-694- 
8535  if  no  record  is  locally  available.  Proof  of  identification  will  con¬ 
sist  of  a  Department  of  Defense  (DOD)  or  Navy  building  pass,  or 
identification  badge  or  drivers  license,  or  by  other  types  of  identifica¬ 
tion  bearing  picture  or  signature,  or  by  providing  verbal  information 
that  could  be  verified  with  his  career  inventory  record. 

Record  access  procedures:  The  agency's  rules  may  be  obtained 
from  the  SYSMANAGF.R. 


Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGFR. 

Record  source  categories:  Navy  Civilian  personnel  offices 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N9602I-63 

System  name:  Local  Automated  Personnel  Information  System 
(LAPIS)-  Prototype . 

System  location:  the  Navy  and  contractors  under  agreement  with 
OCMM  The  Civilian  Personnel  Offices  located  at  activities  employ¬ 
ing  civilians  Marine  Corps  Base.  Camp  Pendleton  The  following  ac¬ 
tivity  in  performance  of  system  design.  Naval  Command  Systems 
Support  Activity  (NAVCOSSACT)  and  contractors  under  agreement 
with  NAVCOSSACT.  Naval  Command  Systems  Support  Activity 
(NAVCOSSACT)  The  addresses  of  the  above  are  furnished  in  the 
Department  of  the  Navy  directory  published  in  the  Federal  Register 

Categories  of  individuals  covered  by  the  system:  All  Navy  and 
Miirine  Corps  civilian  appropriated  fund  The  laical  Activity  Civilian 
Personnel  Offices,  activities  listed  above. 

Categories  of  records  in  the  system:  The  system  contains  automated 
records  containing  information  describing  and  identifying  the  em¬ 
ployee  (e.g.  name.  sex.  birth  date,  minority  designator,  citizenship, 
physical  handicap  code):  the  position  hc/she  occupies  and  his/her 
qualifications:  salary  and  salary  basis:  his/her  status  in  relation  to  the 
position  occupied  and  the  organization  to  which  assigned:  tickler 
dates  for  impending  changes  in  status:  educational  background: 
previous  military  status:  and  reason  for  position  change  or  other  ac¬ 
tion  affecting  the  employee. 

Authority  for  maintenance  of  the  system:  Title  5.  USC. 295 1  Re¬ 
ports;  and  5  USC  301  Departmental  Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  support  the  production 
of  all  official  records  and  reports  pertaining  to  the  employment  of 
civilian  appropriated  fund  employees  employed  by  activities  serviced 
by  the  participating  civilian  personnel  offices.  Users  are:  Employees 
and  officials  of  the  Department  of  the  Navy  and  Department  of 
Defense  where  there  exists  a  need-to-know  in  the  performance  of 
their  official  duties:  Employees  and  officials  of  the  Civil  Service 
Commission  in  the  performance  of  their  official  duties:  The  Comp¬ 
troller  General  or  any  of  his  authorized  representatives,  in  the  course 
of  the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  Navy's  civilian  manpower  management  programs:  The  Attor¬ 
ney  General  of  the  United  States  or  his  authorized  representatives  in 
connection  with  the  litigation,  law  enforcement,  or  other  matters 
under  the  direct  jurisdiction  of  the  Department  of  Justice  or  carried 
out  as  the  legal  representative  of  the  Executive  Branch  agencies;  A 
duly  appointed  Hearing  Examiner  or  Arbitrator  (an  employee  of 
another  Federal  Agency)  for  the  purpose  of  conducting  a  hearing  in 
connection  with  an  employee's  grievance;  An  arbitrator  who  is  given 
a  contract  pursuant  to  a  negotiated  labor  agreement  to  hear  an  em¬ 
ployee's  grievance;  National  Association  of  Supervisors  for  the  pur¬ 
pose  of  providing  names,  title,  series  and  grade;  Employee  unions 
when  unions  ire  authorized  to  canvas  employees  or  at  the  time  of  a 
union  election:  The  Federal  Credit  Union  servicing  the  employing  ac¬ 
tivity  for  the  purpose  of  validating  employment  and  location  of 
system/equipment  development,  test  and  maintenance; 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  automated  records  are  stored  on  magnetic  tape.  disc, 
drum  and  punched  cards. 

Retrievability:  Information  is  accessed  by  Social  Security  Account 
Number  (SSAN1.  name,  or  by  specific  employee  characteristics  such 
as  date  of  birth,  grade,  occupation,  employing  organization  and 
tickler  dates,  specific  sub-groups  of  employees  may  be  identified 
through  the  use  of  computerized  indices. 

Safeguards:  The  computer  facility  and  terminals  are  accessible  only 
to  authorized  persons  that  have  been  properly  screened,  cleared  and 
trained.  Manual  and  automated  records  and  computer  printouts  are 
available  only  to  authorized  personnel  having  a  need-to-know. 

Retention  and  disposal:  Records  are  maintained  in  an  active  status 
until  a  separation  action  on  an  employee  is  completed.  Historical 
records  are  maintained  for  a  maximum  of  five  years. 

System  manager(s)  and  address:  Director  of  Civilian  Manpower 
Management,  Office  of  Civilian  Commanding  Officers  of  the  activi¬ 
ties.  Commanding  Officers  of  the  activities  listed  under  LOCATION. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  SYSMANAGF.R  or  to  the  Civilian  Personnel  Officer 
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under  his  cognizance.  Requests  must  be  accompanied  by  the  in¬ 
dividual's  full  name,  social  security  number  and  name  of  employing 
activity.  Requesters  may  visit  the  Civilian  Personnel  Office  of  the 
Naval  activity  covered  by  the  system  to  obtain  information.  In  such 
case  proof  of  identity  will  consist  of  full  name,  social  security  ac¬ 
count  number  and  a  third  positive  identification  such  as  drivers 
license,  Navy  building  pass  or  identification  badge,  birth  certificate. 
Medicare  card,  etc.  Address  of  the  activity  is  furnished  in  the  depart¬ 
ment  of  the  Navy  Directory  published  in  the  Federal  Register. 

Record  access  procedures:  The  Agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Catagories  of  sources  of  records  in  the 
system  are:  the  civilian  personnel  office;  the  payroll  office;  the 
security  office  of  the  employing  activity;  and  the  line  managers  and 
supervisors. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N96021-64A 

System  name:  Computer  Assisted  Manpower  Analyses  System 
(CAMAS) 

System  location:  Office  of  Civilian  Manpower  Management 
(OCMM)  and  Navy  Department  staff,  headquarters,  and  field  activi¬ 
ties  employing  civilians;  mailing  addresses  are  provided  in  the  Navy 
Department  directory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system:  Navy  civilian  em¬ 
ployees  paid  from  appropriated  funds. 

Categories  of  records  in  the  system:  Files  contain  records  from  the 
Personnel  Automated  Data  System  (PADS)  which  contain  job  related 
data  including  individual  identification,  location  information,  and  sa¬ 
lary. 

Authority  for  maintenance  of  the  system:  Title  5  U.S.C.  301  Depart¬ 
mental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  aggregate  manpower  planning,  including  calculating 
transition  rates,  forecasting  number  of  retirements,  and  running 
models  to  determine  the  extent  to  which  projected  manpower 
requirements  can  be  met. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Computer  magnetic  tape  and  drum. 

Retrievability:  Accessed  by  social  security  number. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel. 

Retention  and  disposal:  Records  are  permanent. 

System  manager(s)  and  address:  Head,  Management  Sciences 
Branch,  Manpower  Information  Division,  OCMM.  Washington.  D.C. 
20390. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Director  of  Civilian  Manpower  Management.  Depart¬ 
ment  of  the  Navy,  Washington,  D.C.  20390.  Written  requests  for  in¬ 
formation  must  contain  full  name  of  the  individual,  current  address 
and  telephone  number,  and  birth  date  and  social  security  number. 
The  individual  may  visit  the  OCMM  at  1735  North  Lynn  Street, 
Arlington,  Virginia.  Proof  of  identification  will  consist  of  a  Depart¬ 
ment  of  Defense  (DOD)  or  Navy  building  pass,  or  identification 
badge  or  drivers  license,  or  by  other  types  of  identification  bearing 
picture  or  signature,  or  by  providing  verbal  information  that  could  be 
verified. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Personnel  Automated  Data  System 
(PADS) 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N96021-64B 

System  name:  Models  for  Organizational  Design  and  Staffing  (MODS) 

System  location:  Office  of  Civilian  Manpower  Management 
(OCMM)  and  Navy  Department  staff,  headquarters,  and  field  activi¬ 
ties  employing  civilians;  mailing  addresses  are  provided  in  the  Navy 
Departmet  directory  published  in  the  Federal  Register. 


Categories  of  individuals  covered  by  the  system:  Navy  civilian  em¬ 
ployees  paid  from  appropriated  funds. 

Categories  of  records  in  the  system:  Automated  and  manual  files 
contain  information  on  individual's  proficiencies  and  knowledges  as 
reported  in  self-evaluation  questionnaires  vouchercd  by  the  super¬ 
visor.  as  well  as  data  on  the  requirements  of  specific  jobs  submitted 
by  the  supervisor. 

Authority  for  maintenance  of  the  system:  Title  5  U.S.C.  301  Depart¬ 
mental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  testing  the  operational  usefulness  of  a  multi-attribute 
assignment  model  in  the  areas  of  organizational  design  and  staffing. 
University  of  Texas  faculty  and  students  working  under  a  contract 
relating  to  MODS  to  monitor  progress  of  research  study.  Carnegic- 
Mellon  University  faculty  and  students  working  under  Navy  contract 
relating  to  MODS  to  assist  in  research  project. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Computer  magnetic  tape  and  drum,  and  optical  scanner 
forms  and  computer  printouts. 

Retrievability:  Accessed  by  social  security  number. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel. 

Retention  and  disposal:  Records  are  retained  so  long  as  personnel 
continue  to  work  at  same  activity. 

System  manager(s)  and  address:  Head.  Management  Sciences 
Branch.  Manpower  Information  Division.  OCMM.  Washington.  D.C. 
20390. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Director  of  Civilian  Manpower  Management.  Depart¬ 
ment  of  the  Navy,  Washington.  D.C.  20390  or  to  the  head  of  the 
Navy  activity  at  which  the  individual  is  or  was  employed.  Written 
requests  for  information  must  contain  full  name  of  individual,  current 
address  and  telephone  number,  and  date  of  birth  and  social  security 
number.  The  individual  may  visit  the  OCMM  at  1735  North  Lynn 
Street.  Arlington.  Virginia,  or  the  field  activity  at  which  he  is  or  was 
formerly  employed.  Proof  of  identification  will  consist  of  a  Depart¬ 
ment  of  Defense  (DOD)  or  Navy  building  pass,  or  identification 
badge  or  drivers  license,  or  by  other  types  of  identification  bearing 
picture  or  signature,  or  by  providing  verbal  information  that  could  be 
verified 

Record  access  procedures:  The  agency's  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  First-line  supervsors. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N96021/23 

System  name:  Training  and  Employee  Development  Record  System 

System  location:  Office  of  Civilian  Manpower  Management 
(OCMM).  Regional  Offices  of  Civilian  Manpower  Management 
(ROCMM’s),  Capital  Area  Personnel  Services  Office  -  Navy 
(CAPSO-N),  and  Navy  Staff,  headquarters  and  field  activities  em¬ 
ploying  civilians.  Mailing  addresses  are  provided  in  the  Department 
of  Navy  directory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system:  Navy  civilian  em¬ 
ployees.  full-time  and  part-time.  U.S.  citizens  and  foreign  national 
direct  hires  receiving  training  supported  by  the  Federal  Government, 
paid  from  approprated  funds.  Navy  military  personnel  may  be  in¬ 
cluded  in  the  automated  training  information  system,  and  non-ap- 
proprated  funded  personnel  may  be  included  in  some  of  the  stations' 
manual  records 

Categories  of  records  in  the  system:  Under  the  Departments'  Train¬ 
ing  Requirements  and  Information  Management  System  (TRIM),  or 
other  locally  developed  systems,  automated  and  nonautomated 
records  are  maintained  reflecting  information  pertaining  to  the  em¬ 
ployees'  identification,  social  security  number,  occupational  status 
(series,  grade  level,  and  supervisory  status),  course  identification, 
course  length,  category  and  purpose  of  training  received,  date  on 
which  training  was  completed,  associated  costs,  pre-post  test  results. 
et.al.  input  documents  for  the  system  include,  but  is  not  limited  to 
completed  NAVSO  Forms  12410/19  and  /19A,  Training  Report. 
Authorization  and  Record,  keypunched  cards.  The  manual  files  are 
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maintained  in  paper  folders  containing  employee's  registration  and/or 
record  of  training  documents.  Under  the  Navy's  Apprentice,  on-the- 
job  Training  Program,  and  similar  trainee  intake  programs,  manual 
and  automated  records  are  maintained,  reflecting  information  pertain¬ 
ing  to  subject  employee's  identification,  date  of  birth,  entrance  date 
to  program,  dates  and  nature  of  personnel  actions  which  occurred 
during  fiscal  year,  student  progress,  and  statistical  data  which  effects 
the  numbers  of  apprentices  in  training  as  of  a  given  date.  At  OCMM. 
nomination  forms  and  documents  (non-automated)  for  the  Depart¬ 
ment  of  the  Navy’s  centrally-administered  education  and  training 
programs  are  maintained.  The  manual  files  contain  the  candidate's 
nomination  documents,  training  request,  enrollment  and  registration 
and  other  documents  related  to  training.  Manual  files  are  maintained 
at  OCMM.  the  ROCMM's.  CAPSO-N.  and  the  several  naval  installa¬ 
tions  regarding  courses  conducted  on  their  premises,  or  for  which 
they  sponsor,  listing  such  things  as  completion  dates,  and  course  par¬ 
ticipants.  Additionally,  manual  files  arc  typically  found  at  the  field 
activities  containing  information  regarding  an  employee's  supervisory- 
status.  an  indication  as  to  whether  or  not  hc/shc  has  participated  in 
supervisory  training.  Files  are  often  maintained  regarding  an  em¬ 
ployee's  ccrtificalion/rcccrtificalion  or  demonstrated  proficiency-,^ 
one  or  more  of  the  ^Navy's  skills  arcus;  an  activity-wide  annual  trains' 
ing  plan  should  also  be  maintained,  as  well  as  individual  training 
plans.  Files  arc  also  maintained  regarding  professional  licenses  held 
by  station  personnel. 

Authority  for  maintenance  of  the  system:  Title  5.  USC  4103, 
'Establishment  of  Training  Programs.'  Title  5.  USC  4118.  ’Training,’ 
Title  5.  USC  4115,  'Collection  of  Training  Information’  Agreement 
between  the  Department  of  the  Navy  and  the  Department  of  Labor. 
Bureau  of  Apprenticeship  and  Training.  'Registration  of  the  Navy 
Apprentice  Program’  -  June  1968 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official  du¬ 
ties  related  to  the  management  of  the  Department’s  civilian  employee 
training  programs,  the  design,  development,  maintenance  and  opera¬ 
tion  of  the  manual  and  automated  system  of  record  keeping  and  re¬ 
porting;  the  screening  and  selection  of  candidates  for  centrally-ad¬ 
ministered  programs;  and  administration  of  grievance,  appeals,  com¬ 
plaints.  and  litigation  involving  the  disclosure  of  records  of  the  train¬ 
ing  programs.  Representatives  of  the  United  States  Civil  Service 
Commission  on  matters  relating  to  the  inspection,  survey,  audit  or 
evaluation  of  Navy  civilian  training  programs,  or  such  other  matters 
under  the  jurisdiction  of  the  Commission.  The  Comptroller  General 
or  any  of  his  authorized  representatives,  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Navy’s  civilian  training  programs.  The  Attorney  General  of  the 
United  States  or  his  authorized  representatives  in  connection  with 
litigation,  law  enforcement,  or  other  matters  under  the  direct  jurisdic¬ 
tion  of  the  Department  of  Justice  or  carried  out  as  the  legal  represen¬ 
tative  of  the  Executive  Branch  agencies.  Officials  and  employees  of 
other  components  of  the  Department  of  Defense  in  the  prcformance 
of  their  official  duties  related  to  the  screening  and  selection  of  can¬ 
didates  for  the  service  schinds.  Officials  and  employees  of  other  de¬ 
partments  and  agencies  of  the  Executive  Branch  of  government  upon 
request  in  the  performance  of  their  official  duties  related  to  the 
screening  and  selection  of  candidates  for  programs  sponsored  by 
their  organization.  Representatives  of  the  United  States  Department 
of  Labor  on  matters  relating  to  the  inspection,  survey,  audit  or 
evaluation  of  the  Navy's  apprentice  training  programs  or  on  other 
such  matters  under  the  jurisdiction  of  the  Labor  Department 
Representatives  of  the  Veterans  Administration  on  matters  relating  to 
the  inspection,  survey,  audit  or  evaluation  of  the  Navy's  apprentice 
and  on-the-job  training  programs.  The  Computer  Systems  Group 
Contractor  (or  other  such  contractor)  and  its  employees  for  the  pur¬ 
pose  of  card  punch  recording  of  data  from  employee  training  docu¬ 


ments.  Employees  and  officials  of  the  Naval  Command  Systems  Sup¬ 
port  Activity.  Washington  Navy  Yard  for  the  purpose  of  systems 
support.  A  duly  appointed  Hearing  Examiner  or  Arbitrator  (an  em¬ 
ployee  of  another  Federal  Agency)  for  the  purpose  of  conducting  a 
hearing  in  connection  with  an  employee’s  grievance  involving  the  dis¬ 
closure  of  the  records  of  the  Department’s  Training  program.  An  ar¬ 
bitrator  who  is  given  a  contract  pursuant  to  a  negotiated  labor  agree¬ 
ment  to  hear  an  employee’s  grievance  involving  the  disclosure  of  the 
records  of  the  Navy's  Training  and  Employee  Development  Record 
system.  The  Senate  Or  the  House  of  Representatives  of  the  United 
States  or  any  member.  Committee  or  sub-committee  thereof,  any 
joint  committee  of  Congress  or  sub-committee  of  joint  committees  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files  or 
records  of  the  Department's  civilian  training  program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  are  stored  on  magnetic  tapes,  drums, 
computer  printouts,  and  on  punched  cards.  Manual  records  are 
stored  in  paper  file  folders. 

Retricvahility:  Automated  records  are  retrieved  by  social  security 
number  add  name,  or  by  one.  or  a -combination  of  data  elements  con¬ 
tained  in  the  TRIM  or  apprentice  program  master  files  Manual 
records  are  retrieved  by  employee  last  name,  by  course  control  infor¬ 
mation.  or  by  training  program  title.  * 

Safeguards:  The  computer  facility  and  terminal  are  located  in 
restricted  areas  accessible  only  to  authorized  persons  that  are 
properly  screened,  cleared  and  trained.  Manual  records  and  computer 
printouts  are  available  only  to  authorized  personnel  having  a  need  to 
know.  j. 

Retention  and  disposal:  For  TRIM  and  the  apprentice  programs  the 
computer  magnetics  tapes  are  permanent.  Manual  records  arc  main¬ 
tained  on  a  fiscal  year  basis  and  are  retained  for  varying  periods 
from  one  to  five  fiscal  years.  For  the  Department  of  the  Navy’s  cen¬ 
trally-administered  programs,  files  on  selected  candidates  are  main¬ 
tained  for  five  years  (from  date  selection  process  is  completed). 
Records  of  non-selectcd  candidates  are  retained  only  for  that  period 
of  time  sufficient  to  permit  appropriate  review  (usually  less  than  60 
days).  CAPSO-N.  ROCMM.  and  activity  records  are  maintained  for 
varying  periods. 

System  manageris)  and  address:  The  Director  of  Civilian  Manpower 
Management,  the  Regional  Offices  of  Civilian  Manpower  Manage¬ 
ment.  Capital  Area  Personnel  Services  Office  -  Navy,  and  the  heads 
of  Navy  staff,  headquarters,  and  field  activities  employing  civilian 
employees. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Director  of  Civilian  Manpower  Management,  the  Re¬ 
gional  Offices  of  Civilian  Manpower  Management,  the  Capital  Area 
Personnel  Services  Office  -  Navy,  or  Navy  staffs,  headquarters  or 
field  activities  employing  civilians.  Mailing  addresses  are  provided  in 
the  Department  of  the  Navy  directory  published  in  the  Federal  Re¬ 
gister.  The  letter  should  contain  the  full  name  and  social  security 
number  of  the  requester  and  his  signature.  Proof  of  identification  will 
consist  of  a  Department  of  Defense  (DOD)  or  Navy  building  pass,  or 
identification  badge,  or  driver’s  license,  or  by  other  types  of  identifi¬ 
cation  bearing  an  employee  picture  and  signature. 

Record  access  procedures:  The  agency’s  rules  for  access  to  records 
may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting  the 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER 

Record  source  categories:  Navy  civilian  personnel  offices:  current 
and  previous  supervisors  of  employees  (when  appraisals  of  per- 
formancc/potential  are  used). 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
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DEPARTMENT  OF  DEFENSE 


ROUTINE  USE  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  com¬ 
ponent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order  is¬ 
sued  pursuant  thereto,  the  relevant  records  in  the  system  of  records 
may  be  referred,  as  a  routine  use,  to  the  appropriate  agency,  whether 
federal,  state,  local  or  foreign,  charged  with  the  responsibility  of  in¬ 
vestigating  or  prosecuting  such  violation  or  charged  with  enforcing  or 
implementing  the  statute,  rule,  regulation  or  order  issued  pursuant 
thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN  REQUESTING  INFOR¬ 
MATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  information 
or  other  pertinent  information,  such  as  current  licenses,  if  necessary 
to  obtain  information  relevant  to  a  component  decision  concerning 
the  hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  gran¬ 
tor  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED  INFORMA 
TION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee.  the  letting  of  acontracl,  or  the  issuance  of  a  license,  grant,  or 
other  benefit  by  the  requesting  agency,  to  the  extent  that  the  infor¬ 
mation  is  relevant  and  necessary  to  the  requesting  agency's  decision 
on  the  matter. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF  DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  Depart¬ 
ment  of  Defense  if  necessary  and  relevant  for  the  performance  of  a 
lawful  function  such  as,  but  not  limited  to,  personnel  actions,  person¬ 
nel  security  actions  and  criminal  investigations  of  the  Component 
requesting  the  record. 

RDCAA  110.8 

System  name:  1 10.8  Parking  Permits  and  Vehicle  Registration 

System  location:  Primary  System-Information  Systems  and  Services 
Branch,  Headquarters,  DCAA. 

Decentralized  Segments-DC  A  A  Regional  Offices  and  Field  Audit 
Offices.  Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  in  DCAA  who  desire  parking  permits  and  require  vehicle  re¬ 
gistration  for  access  to  military  installations. 

Categories  of  records  in  the  system:  File  contains  all  records  relating 
to  the  issuance  of  parking  permits  and  registration  of  automobiles  on 
military  installations. 

Authority  for  maintenance  of  the  system:  5  United  States  Code  301; 
10  United  States  Code  133;  44  United  States  Code  2901,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  staff  responsible 
for  providing  these  services  or  serving  as  liaison  with  activities 
providing  the  services. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  building  management  authorities  (civil  or 
public),  the  Department  of  Justice  or  to  law  enforcement  or  in¬ 
vestigatory  authorities  for  investigation  and  possible  criminal 
prosecution,  civil  court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Ketrievability:  These  records  may  be  filed  alphabetically  by  last 
name  of  employee  or  by  parking  permit  or  parking  space  number. 

Safeguards:  Files  are  under  staff  supervision  during  duty  hours; 
buildings  are  locked  and/or  guarded  by  security  guards  during  non¬ 
duty  hours. 

Retention  and  disposal:  These  files  are  destroyed  when  superseded, 
obsolete,  or  one  year  after  revocation  whichever  is  earlier. 

System  manager(s)  and  address:  Deputy  for  Resources  Manage¬ 
ment,  Headquarters,  DCAA  Regional  Managers,  DCAA  Chiefs  of 
Field  Audit  Offices  Official  addresses  are  in  the  Department  of 
Defense  directory  in  the  appendix  to  DCAA’s  systems  notice. 

Notification  procedure:  Information  may  be  obtained  from: 


Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314. 

Written  requests  for  information  should  contain  the  full  name,  ad¬ 
dress,  and  telephone  number  and  the  official  address  of  the  in¬ 
dividual.  Visits  are  limited  to  those  offices  listed  in  the  Department 
of  Defense  directory  in  the  appendix  to  DCAA’s  systems  notice. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver's  license,  employee  identifi¬ 
cation  card. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator.  Defense  Contract  Audit  Agency. 
Cameron  Station,  Alexandria.  VA  22314. 

Record  source  categories:  Activity  providing  parking  space  or  mili¬ 
tary  installation. 

Systems  exempted  from  certain  provisions  of  the  act:  NON  FI 
RDCAA  110.9 

System  name:  110.9  Temporary  Passes  and  Permits  for  Visitors  and 
Vehicles 

System  location:  Primary  System-Information  Systems  and  Services 
Branch,  Headquarters,  DCAA. 

Decentralized  Segments-DCAA  Regional  Offices  and  Field  Audit 
Offices.  Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  All  individuals  who 
gain  access  to  DCAA  offices  or  park  in  visitor  parking  space. 

Categories  of  records  in  the  system:  Documents  which  reflect  the 
request  for,  issuance  of,  and  use  of  visitor  passes  and  vehicle  per¬ 
mits  to  gain  access  to  and  exit  from  Government  facilities  on  a  one¬ 
time  basis,  including  visitor  registers. 

Authority  for  maintenance  of  the  system:  5  United  States  Code  301 ; 
10  United  States  Code  133;  44  United  States  Code  2901,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  staff  responsible 
for  providing  the  service. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  building  management  authorities  (civil  or 
public),  the  Department  of  Justice  or  to  law  enforcement  or  in¬ 
vestigatory  authorities  for  investigations  and  possible  criminal 
prosecution,  civil  court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  These  records  may  be  filed  chronologically  or  by 
subject  matter. 

Safeguards:  Files  are  under  staff  supervision  during  duty  hours: 
buildings  are  locked  and/or  guarded  by  security  guards  during  non¬ 
duty  hours. 

Retention  and  disposal:  These  files  are  destroyed  after  two  years. 

System  managers)  and  address:  Deputy  for  Resources  Manage¬ 
ment,  Headquarters,  DCAA  Regional  Managers.  DCAA  Chiefs  of 
Field  Audit  Offices  Official  addresses  are  in  the  Department  of 
Defense  directory  in  the  appendix  to  DCAA’s  systems  notice. 

Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron,  Alexandria,  VA  22314.  Written  requests  for  information 
should  contain  the  full  name,  address,  and  telephone  number  of  in¬ 
dividual.  Visits  are  limited  to  those  offices  listed  in  the  Department 
of  Defense  directory  in  the  appendix  to  DCAA’s  systems  notice.1 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  form  of  identification  such  as  a  driver’s  license. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
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the  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Stationa  Alexandria,  VA  22314. 

Record  source  categories:  Activity  providing  passes  and  permits  for 
DCAA  use. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  120.8 

System  name:  120.8  Property  Pass  Files 

System  location:  Primary  System-Information  Systems  and  Services 
Branch,  Headquarters,  DCAA 

Decentralized  Segments-DCAA  Regional  Offices  and  Field  Audit 
Offices.  Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA's  systems  notice. 

Categories  of  individuals  covered  by  the  system:  Any  individual  who 
is  permitted  to  borrow  DCAA  property  or  materials  which  are  to  be 
returned. 

Categories  of  records  in  the  system:  File  contains  all  records  relating 
to  the  authorization  of  the  loan  or  removal  of  DCAA  property  or 
materials  which  are  to  be  returned. 

Authority  for  maintenance  of  the  system:  5  United  States  Code  301; 
10  United  States  Code  133;  44  United  States  Code  2901,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  staff  responsible 
for  personal  property  and  materials. 

Other  routine  uses  could  include  disclosure  to  other  Depat  tment  of 
Defense  components,  the  Department  of  Justice,  or  to  law  enforce¬ 
ment  or  investigatory  authorities  for  investigation  and  possible 
criminal  prosecution,  civil  court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  These  records  may  be  filed  by  specific  property 
identification,  such  as  name  and  serial  number  or  alphabetically  by 
individuals  who  have  signed  out  the  property. 

Safeguards:  Files  are  under  staff  supervision  during  duty  hours; 
buildings  are  locked  and/or  guarded  by  security  guards  during  non¬ 
duty  hours. 

Retention  and  disposal:  These  records  are  destroyed  three  months 
after  property  is  returned. 

System  manager(s)  and  address:  Deputy  for  Resources  Manage¬ 
ment,  Headquarters,  DCAA. 

Regional  Managers,  DCAA. 

Chiefs  of  Field  Audit  Offices. 

Official  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  DCAA’s  systems  notice. 

Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-2785 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Records  Administrator.  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314. 

Written  requests  for  information  should  contain  the  full  name,  ad¬ 
dress.  and  telephone  number  and  the  official  address  of  the  in¬ 
dividual.  Visits  are  limited  to  those  offices  listed  in  the  Department 
of  Defense  directory  in  the  appendix  to  DCAA's  systems  notice. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver's  license,  employee  identifi¬ 
cation  card. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator,  Defense  Contract  Audit  Agency. 
Cameron  Station,  Alexandria,  VA  22314. 

Record  source  categories:  Activity  providing  loan  of  property. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  151.11 

System  name:  151.11  Security  Training  and  Orientation 

System  location:  Security  Officer,  Defense  Contract  Audit  Agency 
(DCAA),  Headquarters,  DCAA;  Regional  Security  Control  Officers, 
DCAA  Regional  Offices;  and  Security  Control  Officers.  DCAA  Field 
Audit  Offices  whose  addresses  are  in  the  DoD  directory  in  the  ap¬ 
pendix  to  DCAA’s  systems  notices. 

Categories  of  individuals  covered  by  the  system:  ALL  DCAA  per¬ 
sonnel. 


Categories  of  records  in  the  system:  Provides  a  record  of  the  initial 
and  recurring  training  and  orientation  of  DCAA  personnel  in  security 
matters  and  provides  a  readily  available  source  of  educational 
reference  material  in  the  field  of  security. 

Authority  for  maintenance  of  the  system:  44  USC  2904,3102;  Execu¬ 
tive  Order  11652  'Classification  and  Declassification  of  National 
Security  Information  and  Material'  as  implemented  by  DoD  Regula¬ 
tion  5200.1-R,  'Information  Security  Program  Regulation.’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  use  by  all  DCAA  of¬ 
fices  in  conducting  initial  and  recurring  security  training  of  DCAA 
personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  booklets,  phamplets.  memorandums  and  attendance 
rosters  filed  in  file  folders.  Films,  slides,  and  posters  filed  in  storage 
cabinets. 

Retrievability:  Folders  are  filed  in  numerical  order  based  on  file 
number, then  by  type  of  material.  Employee  attendance  rosters  are 
filed  chronologically  but  may  be  cross-indexed  alphabetically  to 
ascertain  that  individual  training  requirements  are  being  met. 

Safeguards:  Records  arc  filed  in  locked  filing  cabinets  after  normal 
business  hours.  During  duty  hours  records  arc  accessible  only  by 
authorized  personnel.  Buildings  have  security  guards,  alarm  systems, 
or  individual  office  doors  arc  locked  after  duty  hours. 

Retention  and  disposal:  Employee  attendance  roster  records  are 
destroyed  two  years  after  completion  of  training.  Reference  material 
is  destroyed  when  it  becomes  superseded  or  obsolete. 

System  manager(s)  and  address:  Security  Officer.  Headquarters. 
DCAA,  Cameron  Station.  Alexandria  VA. 

Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4.  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Records  Administrator.  Defense  Contract  Audit  Agency. 
Cameron  Station,  Alexandria.  VA  22314. 

Written  requests  for  information  should  contain  full  name  of  the 
individual,  current  address  and  telephone  number,  and  current  busi¬ 
ness  address.  Visits  are  limited  to  those  offices  (Headquarters  and  6 
regional  offices)  listed  in  the  DoD  Directory  in  the  appendix  to 
DCAA  systems  notices. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  that  is.  drivers  license  or  employing  offices' 
identification  card. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator.  Defense  Contract  Audit  Agency. 
Cameron  Station.  Alexandria.  VA  22314 

Record  source  categories:  Agency  Security  Control  Officer  who 
conducted  training.  Material  utilized  in  the  training  and  orientation  of 
Agency  personnel  consists  of  DoD  security  training  reference  materi¬ 
al;  DoD  and  DCAA  regulations,  directives  and  instructions:  and  all 
educational  publications  involving  the  field  of  security. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  152.11 

System  name:  152.11  Notifications  of  Security  Clearance  Status 

System  location:  Primary  System-Security  Officer,  Defense  Con¬ 
tract  Audit  Agency  (DCAA),  HQ  DCAA  Security  Control  Officers 
of  the  Regional  Offices  and  Field  Audit  Offices.  DCAA.  whose  ad¬ 
dresses  arc  in  the  DoD  directory  in  the  appendix  to  DCAA’s  systems 
notices. 

Decentralized  Segments-Chiefs  of  Divisions  and  Branches. 
Headquarters.  DCAA  and  other  DCAA  organizational  elements 
requiring  notice  of  security  clearance  status  of  DCAA  personnel. 

Categories  of  individuals  covered  by  the  system:  All  DCAA  person¬ 
nel  requiring  access  to  classified  defense  information. 

Categories  of  records  in  the  system:  File  contains  notices  to  DCAA 
offices  which  do  not  receive  distribution  of  security  clearance  cer¬ 
tificates.  These  notices  inform  supervisors  and  heads  of  offices  of  a 
specific  individuals  security  clearance  status  and  the  level  of  access 
authorized. 

Authority  for  maintenance  of  the  system:  44  USC  2904,  3102;  5  USC 
7531  through  7533;  Executive  Order  10450.  'Security  Requirements 
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for  Government  Employees,’  as  amended  and  Executive  Order 
11652,  ’Classification  and  Declassification  of  National  Security  Infor¬ 
mation  and  Material’. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  advise  all  appropriate 

DCAA  organizational  elements  of  the  security  clearance  status  of 
DCAA  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  form  letter  maintained  in  file  folder. 

Retries  ability  :  Filed  in  numerical  order  based  on  file  number,  then 
by  organizational  activity  (DCAA  Headquarters  or  field  activities), 
then  alphabetically  by  last  name  of  individual  within  Headquarters, 
DCAA.  Regional  and  field  audit  offices  files  are  filed  in  numerical 
order  based  on  file  number,  then  by  subject,  then  alphabetically  by 
last  name  of  individual. 

Safeguards:  Records  are  accessible  only  to  authorized  personnel 
who  are  properly  cleared  and  trained  and  who  require  access  in  con¬ 
nection  with  their  official  duties.  Records  are  stored  in  locked  filing 
cabinets  after  normal  business  hours  and  are  stored  only  in  buildings 
protected  by  guard  force  systems  after  normal  business  hours. 

Retention  and  disposal:  Records  arc  destroyed  when  superseded  or 
upon  separation  from  the  Agency  of  personnel  concerned. 

System  manager(s)  and  address:  Security  Officer,  Headquarters. 
Defense  Contract  Audit  Agency.  Cameron  Station,  Alexandria.  VA 
22314. 

Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station.  Building  4,  Room  4A320 
Alexandria.  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Records  Administrator.  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria.  VA  22314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  current 
business  address.  Visits  are  -limited  to  those  offices  (Headquarters 
and  6  regional  offices)  listed  in  the  DoD  directory  in  the  appendix  to 
DCAA  systems  notices. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is.  drivers's  license  or  employing  of¬ 
fices'  identification  card. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station.  Alexandria.  VA  22314. 

Record  source  categories:  Security  Officer.  DCAA;  Regional 
Security  Control  Officers,  DCAA  Regional  Offices. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RIHAA  152.13 
System  name:  152.13  Notifications  of  Visits 

System  location:  Security  Officer.  Defense  Contract  Audit  Agency 
(DCAA).  Headquarters.  DCAA.  and.  Security  Control  Officers  of 
DCAA  Regional  and  Field  Audit  Offices,  whose  addresses  are  in  the 
DoD  directory  in  the  appendix  to  DCAA'S  SYSTEMS  notices. 

Categories  of  individuals  covered  by  the  system:  All  IX' A  A  person¬ 
nel  with  security  clearance  who  are  required  to  visit  defense  contrac¬ 
tors  or  other  Federal  agencies  on  official  business. 

Categories  of  records  in  the  system:  Correspondence  or  forms  in¬ 
dicating  security  clearance  information  on  IX'AA  employees  and 
notifications  of  visits  by  DCAA  personnel  to  Office  of  Secretary  of 
Defense.  DoD  components,  other  Federal  agencies,  and  DoD  con¬ 
tractors  either  on  a  one-time  or  recurring  basis.  Correspondence  may 
include  employees  social  security  number,  date  and  place  of  birth, 
official  title  and  other  related  data. 

Authority  for  maintenance  of  the  system:  44  USC  2904.  3102;  5  USC 
7531  through  7533.  Executive  Order  10450.  ’Security  Requirements 
for  Government  Employees.'  as  amended;  Executive  Order  11652. 
'Classification  and  Declassification  of  National  Security  Information 
and  Material.' 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Security  Officer. 
Headquarters.  IX'AA  and  Regional  and  Field  Audit  Office  Security 
Control  Officers  -  To  advise  security  officers  of  defense  contractors. 
Offices  of  the  Secretary  of  Defense.  l)oD  components,  andother 


Federal  agencies  of  the  security  clearance  status  of  DCAA  personnel 
who  are  assigned  to  or  may  be  visiting  their  offices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  in  numerical  order  based  on  file  number,  then 
by  subject,  then  alphabetically  by  last  name  of  individual  at  DCAA 
Regional  and  Field  Audit  Offices.  Filed  in  numerical  order  based  on 
file  number,  then  by  organizational  activity  (DCAA  Headquarters  or 
field  activities),  then  alphabetically  by  last  name  of  individual  in 
Headquarters,  DCAA.  Official  copies  in  official  personnel  folders  are 
filed  alphabetically  by  last  name  of  employee. 

Safeguards:  Records  are  accessible  only  to  authorized  personnel 
who  arc  properly  cleared  and  trained  and  who  require  access  in  con¬ 
nection  with  their  official  duties.  Records  arc  stored  in  locked  filing 
cabinets  after  normal  business  hours  and  arc  stored  only  in  buildings 
protected  by  guard  force  systems  after  normal  business  hours. 

Retention  and  disposal:  Records  arc  destroyed  upon  expiration  of 
notification.  Unexpired  notifications  are  updated  annually,  and 
retained  in  current  files;  prior  year  notifications  are  destroyed. 

System  managed s)  and  address:  Security  Officer.  Headquarters. 
IX'AA  and  Security  Control  Officers  of  the  Regional  and  Field  Audit 
Offices.  DCAA 

Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 

Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4.  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Records  Administrator.  Defense  Contract  Audit  Agency. 
Cameron  Station.  Alexandria.  VA  22314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  current 
business  address.  Visits  arc  limited  to  those  offices  (Headquarters 
and  6  regional  offices)  listed  in  the  DoD  directory  in  the  appendix  to 
DCAA’s  system  notice. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is  drivers  license  or  employing  offices' 
identification  card. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator.  Defense  Contract  Audit  Agency. 
Cameron  Station.  Alexandria.  VA  22314. 

Record  source  categories:  Director  of  Personnel.  Headquarters. 
IX'AA:  Chiefs  of  Personnel  Divisions.  DCAA  Regional  Offices:  Re¬ 
gional  Security  Control  Officers.  IX'AA  Regional  Offices;  Heads  of 
Field  Audit  Offices.  IX'AA.  from  application  and  security  forms  sub¬ 
mitted  by  individuals  prior  to  employment. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KIX'AA  152.17 

System  name:  152.17  Security  Status  Master  List 

System  location:  Security  Officer.  Defense  Contract  Audit  Agcncv 
(DCAA).  HQ.  DCAA 

Categories  of  individuals  covered  by  the  system:  All  applicants  for 
employment  with  IX'AA:  all  IX'AA  U.S.  citizen  employees;  all 
IX'AA  non-U.S.  citizen  employees  assigned  to  sensitive  positions:  all 
military  personnel  assigned,  detailed,  or  attached  to  IX'AA  who  are 
assigned  to  sensitive  positions:  all  persons  hired  on  a  contractual 
basis  by.  or  serving  in  an  advisory  capacity  to  IX'AA.  who  require 
access  to  classified  information. 

Categories  of  records  in  the  system:  Record  contains  type  of  in¬ 
vestigation.  date  completed,  file  number,  agency  which  conducted  in¬ 
vestigation.  security  clearance  data  information,  name,  social  securi¬ 
ty  number,  dale  and  place  of  birth,  organizational  assignment,  dates 
interim  and  final  clearance  issued,  position  sensitivity  and  related 
data. 

Authority  for  maintenance  of  the  system:  44USC  2904.  3102:  5  CSC 
7531  through  7533:  Executive  Order  10450.  ’Security  Requirements 
for  Government  Employees.’  as  amended:  Executive  Order  11652. 
'Classification  and  Declassification  of  National  Security  Information 
and  Material'. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Security  Officer.  IX’AA- 
Servcs  as  a  ready  reference  on  security  clearance  status  of  DCAA 
personnel,  sensitivity  of  positions  concerned,  and  scope  of  investiga¬ 
tions  completed  on  individuals  concerned. 
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Other  uses  include  disclosure  to  DoD  components,  DoD  contrac¬ 
tors  and  other  Federal  agencies  to  furnish  security  clearance  data  on 
DC  A  A  employees  who  may  be  assigned  to  or  visiting  a  contractor 
facility  or  applying  for  employment  with  another  Federal  agency. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Card  File 

Retrievability:  Cards  filed  alphabetically  by  last  name  of  individual 
concerned  for  all  DCAA  regional  personnel.  Separate  file  maintained 
alphabetically  by  last  name  of  individual  concerned  for  DCAA 
Headquarters  elements. 

Safeguards:  Cards  are  accessible  only  to  those  authorized  person¬ 
nel  required  to  prepare,  process,  and  type  necessary  documents:  and 
answer  authorized  inquiries  for  information  contained  therein.  Cards 
are  stored  in  locked  filing  cabinets  after  normal  business  hours  and 
are  stored  in  a  locked  room  and  building  which  is  protected  by  a 
guard  force  system  after  normal  business  hours. 

Retention  and  disposal:  These  cards  are  destroyed  two  years  after 
an  individual  is  separated  from  the  Agency. 

System  manager(s)  and  address:  Security  Officer,  DCAA. 
Headqua-ters,  DCAA,  Cameron  Station,  Alexandria.  VA  22314. 

Notification  procedure:  Information  may  be  obtained  from: 

,  Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Records  Administrator.  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  current 
business  address.  Visits  are  limited  to  DCAA  Security  Office, 
Headquarters,  DCAA.  Cameron  Station,  Alexandria,  VA  22314. 

For  personal  visits,  the  individual  should  be  able  to  provide  ac¬ 
ceptable  identification,  that  is,  driver's  license  or  employing  offices' 
identification  card. 

Contesting  record  procedures:  The  Agency  rules  for  contesting  con¬ 
tents  and  appealing  initial  determinations  may  be  obtained  from  the 
Records  Administrator,  Defense  Contract  Audit  Agency.  Cameron 
Station.  Alexandria,  VA  22314. 

Record  source  categories:  Security  Officer,  Headquarters.  DCAA; 
Director  of  Personnel,  Headquarters,  IX'AA:  Chiefs  of  Personnel 
Divisions,  DCAA  regional  offices;  Regional  Security  Control  Of¬ 
ficers,  IX'AA  Regional  Offices;  Chiefs  of  DCAA  Field  Audit  Of¬ 
fices;  and  reports  of  investigation  conducted  by  Federal  investigative 
agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  NONF 
R  IX’AA  152.2 

System  name:  152.2  Personnel  Security  Data  Files 

System  location:  Primary  System  -  Security  Officer.  Defense  Con¬ 
tract  Audit  Agency  (DCAA).  Headquarters.  IX'AA. 

Decentralized  Segments  -  Director  of  Personnel.  DCAA:  Chiefs  of 
Personnel  Divisions,  DCAA  Regional  Offices:  Regional  Security 
Control  Officers,  IX'AA  Regional  Offices:  Chiefs  of  IX'AA  Field 
Audit  Offices,  whose  addresses  are  in  the  DoD  directory  in  the  ap¬ 
pendix  to  IXAA's  system  notices. 

Categories  of  individuals  covered  by  the  system:  All  applicants  for 
employment  with  DCAA;  all  IX’AA  U  S.  citizen  employees:  all 
IX'AA  non-US  citizen  employees  assigned  to  sensitive  positions;  all 
military  personnel  assigned,  detailed,  or  attached  to  IX'AA  who  are 
assigned  to  sensitive  positions:  all  persons  hired  on  a  contractual 
basis  by.  or  serving  in  an  advisory  capacity  to  IX'AA.  who  require 
access  to  classified  information. 

Categories  of  records  in  the  system:  File  contains  copies  of  in¬ 
dividuals'  employment  applications,  security  investigative  question¬ 
naires:  requests  for  and  approvals  or  disapprovals  of  emergency  ap¬ 
pointment  authority;  requests  for  investigation  or  security  clearance: 
interim  and  final  security  clearance  certificates:  security  briefing  and 
debriefing  certificates:  and  orders  assigning  security  control  duties. 

Authority  for  maintenance  of  the  system:  44  CSC  2*8)4.  3102:  5  CSC 
7531  through  7533:  Flxecutive  Order  10450.  Security  Requirements 
for  Government  employees.'  as  amended:  Section  6.  executive 
Ordei  11652.  'Classification  and  Declassification  of  National  Security 
Information  and  Material'. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Security  Officer,  DCAA- 
To  provide  a  basis  for  requesting  appropriate  pre-appointment  and 
post-appointment  investigations  concerning  suitability,  eligibility  and 
qualifications  for  employment  and  retention  in  the  Federal  Service, 
employment  and  retention  in  sensitive  positions,  and  access  to  clas¬ 
sified  information;  to  permit  determinations  to  be  made  that  employ¬ 
ment  or  retention  in  sensitive  positions  is  clearly  consistent  with  the 
interests  of  national  security:  to  authorize  and  record  access  by  in¬ 
dividuals  to  specific  levels  of  classified  information:  to  furnish  notice 
of  security  clearance  and  access  authorizations  to  appropriate  IX'AA 
activities,  other  Department  of  Defense  (DoD)  components,  other 
Federal  agencies,  and  DoD  contractors  requiring  such  information:  to 
record  the  appropriate  briefing  and  debriefing  of  persons  prior  to  and 
after  their  access  to  various  levels  and  categories  of  classified  infor¬ 
mation:  to  record  the  assignment  of  specific  security  control  duties  to 
Agency  personnel:  and  to  provide  a  basis  for  the  periodic  updating  of 
personnel  security  questionnaires,  updating  of  personnel  security  in¬ 
vestigations  and  readjudication  for  retention  in  sensitive  positions. 

Director  of  Personnel.  IX'AA  and  Chiefs  of  Personnel  Division. 
DCAA  regional  offiees-To  coordinate  and  take  appropriate  personnel 
action  on  determinations  concerning  suitability  for  Federal  employ¬ 
ment  and  employment  or  retention  in  sensitive  positions;  to  record 
such  determinations,  with  related  documents  in  official  personnel  fol¬ 
ders:  and  to  prepare  and  transmit  requests  for  appropriate  investiga¬ 
tions. 

Regional  Security  Control  Officers.  IX'AA-To  permit  initial  securi¬ 
ty  review  of  applicants  for  sensitive  positions;  to  prepare  and  trans¬ 
mit  appropriate  requests  for  investigations  and  requests  for  security 
clearances:  to  record,  maintain  and  disseminate,  as  appropriate, 
notices  of  security  clearances  and  access  determinations. 

Chiefs  of  DCAA  field  audit  offices-To  prepare  and  transmit 
requests  for  appropriate  security  investigations:  to  maintain  a  record 
of  employee's  security  clearance  and  access  authorizations:  to  main¬ 
tain  a  record  of  the  security  briefing  and  debriefing  of  employees:  to 
maintain  a  record  of  the  assignment  of  security  control  duties  to  em¬ 
ployees. 

Other  routine  uses  could  include  disclosure  to  officials  of  the  Of¬ 
fice  of  the  Secretary  of  Defense,  other  DoD  components,  and  other 
Federal  agencies,  for  investigative  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Folders  are  filed  in  numerical  order  based  on  file 
number,  then  by  organizational  element  (IX’AA  Headquarters  or 
DCAA  field  activities)  and  then  alphabetically  by  last  name  of  in¬ 
dividual  concerned. 

Safeguards:  Records  are  accessible  only  to  authorized  personnel 
who  are  properly  cleared  anti  trained  and  who  require  access  in  con¬ 
nection  with  their  official  duties.  Records  are  stored  in  locked  filing 
cabinets  after  normal  business  hours  and  are  stored  only  in  buildings 
protected  by  guard  force  systems  after  normal  business  hours. 

Retention  and  disposal:  Records  pertaining  to  Federal  employees, 
military  personnel,  and  persons  furnishing  services  to  IX'AA  on  a 
contract  basis  are  destroyed  upon  separation  of  employees,  transfer 
ol  military  personnel  from  DCAA.  and  upon  termination  of  the  con¬ 
tracts  of  contractor  personnel.  Records  pertaining  to  applicants  are 
destroyed  within  one  year  of  receipt  of  the  application  if  an  appoint¬ 
ment  to  the  Agency  is  not  made. 

System  manager!  s)  and  address:  Security  Officer.  DCAA. 
Headquarters.  IX'AA.  Cameron  Station.  Alexandria.  VA  22314 

Chiefs.  Personnel  Divisions.  IX'AA  Regional  Offices:  DCAA  Re¬ 
gional  Security  Control  Officers.  Chiefs  of  IX'AA  Field  Audit  Of¬ 
fices:  and  the  Director  of  Personnel.  IX'AA.  whose  addresses  are  in 
the  DoD  Directory  in  the  appendix  to  lX’AA  s  systems  notices. 

Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station.  Bldg.  4.  Room  4A320 
Alexandria  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Records  Administrator.  Defense  Contract  Audit  Agency . 
Cameron  Station.  Alexandria.  VA  22D4. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  current 
business  address.  Visits  are  limited  to  those  offices  (Headquarters 
and  6  regional  offices)  listed  in  the  DoD  Directory  in  the  appendix  to 
IX'AA  systems  notices. 
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For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver's  license  or  employing  of¬ 
fices'  identification  card. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314. 

Record  source  categories:  Security  Officer,  Headquarters,  DCAA; 
Director  of  Personnel,  Headquarters,  DCAA;  Chiefs  of  Personnel 
Divisions,  DCAA  Regional  Offices;  Regional  Security  Control  Of¬ 
ficers,  DCAA  Regional  Offices;  Chiefs  of  DCAA  Field  Audit  Of¬ 
fices. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  152.3 

System  name:  152.3  Reports  of  Personnel  Security  Investigations 

System  location:  Primary  System-Security  Officer,  Defense  Con¬ 
tract  Audit  Agency  (DCAA),  Headquarters,  DCAA. 

Decentralized  Segments-Regional  Security  Control  Officers  of 
DCAA  Regions  whose  addresses  are  in  the  DoD  directory  in  the  ap¬ 
pendix  to  DCAA's  systems  notice. 

Categories  of  individuals  covered  by  the  system:  All  applicants  for 
employment  with  DCAA;  all  DCAA  U.  S.  citizen  employees;  all 
DCAA  non-U.S.  citizen  employees  assigned  to  sensitive  positions;  all 
military  personnel  assigned,  detailed,  or  attached  to  DCAA  who  are 
assigned  to  sensitive  positions;  all  persons  hired  on  a  contractual 
basis  by,  or  serving  in  an  advisory  capacity  to  DCAA,  who  require 
access  to  classified  information. 

Categories  of  records  in  the  system:  File  contains  non-record  copies 
of  classified  or  unclassified  investigations  or  summaries  or  extracts 
of  the  results  of  investigations  conducted  to  determine  suitability, 
eligibility  or  qualifications  for  Federal  civilian  employment,  military 
service,  or  access  to  classified  information. 

Authority  for  maintenance  of  the  system:  44  USC  2904,  3102;  5  USC 
7531  through  7533;  Executive  Order  10450,  'Security  Requirements 
for  Government  Employees,’  as  amended;  Executive  Order  11652, 
Classification  and  Declassification  of  National  Security  Information 
and  Material.’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Security  Officer,  DCAA  - 
To  permit  a  final  determination  to  be  made  that  the  subject  of  in¬ 
vestigation  is  suitable,  eligible,  and  qualified  for  Federal  civilian  em¬ 
ployment,  employment  or  retention  in  a  sensitive  position,  or  access 
to  classified  information. 

Regional  Security  Control  Officers.  DCAA  -  To  review  the  results 
of  pre-employment  National  Agency  Checks  conducted  by  the  Civil 
Service  Commission,  recommend  appointment  or  non-appointment 
action  on  the  basis  of  such  Agency  Checks,  and  transmit  results  of 
such  Agency  checks  to  the  Security  Officer,  DCAA,  for  further  in¬ 
vestigations  and  clearance  actions. 

Routine  uses  may  include  disclosure  to  Agency  management  offi¬ 
cials  and  employees  who  are  required  to  take  action  on  reports,  dis¬ 
closure  to  officials  of  the  Office  of  the  Secretary-  of  Defense,  disclo¬ 
sure  to  the  security  officials  of  other  DoD  components,  disclosure  to 
accredited  representatives  of  law  enforcement  and  investigative  agen¬ 
cies  for  investigation  and  possible  criminal  prosecution,  civil  court 
action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  and  microfiche  in  file  folders. 

Ketrievability:  Folders  are  filed  in  numerical  order  based  on  file 
number,  then  by  organizational  element  (DCAA  Headquarters  or 
DCAA  field  activities)  and  then  alphabetically  by  name  of  individual 
concerned. 

Safeguards:  When  not  in  use,  records  are  stored  in  combination 
U»ck  file  cabinets  authorized  for  the  storage  of  classified  information, 
which  arc  locked  after  normal  business  hours.  Combinations  are 
known  only  by  authorized  personnel.  The  offices  housing  these  file 
cabinets  are  locked  after  normal  business  hours,  and  the  buildings 
concerned  are  under  security  guard  protective  measures  after  normal 
business  hours.  During  normal  business  hours  the  records  are  either 
under  constant  surveillance  of  security  personnel  or  the  containers 
housing  them  are  kept  locked.  Access  to  the  records  is  limited  to  per¬ 
sonnel  who  arc  properly  screened,  cleared,  trained  and  have  an 
authenticated  need  for  access  to  accomplish  a  routine  use  of  the 
record.  Classified  records  are  protected  in  accordance  with  the  provi¬ 
sions  of  Executive  Order  11652  as  implemented  by  DoD  Regulation 
5200  I -R. 


Retention  and  disposal:  Record  copies  are  maintained  by  the  in¬ 
vestigative  agency  which  conducted  the  investigation  and  are  retained 
in  accordance  with  the  retention  standards  of  those  agencies.  Non- 
record  copies  furnished  to  DCAA  are  disposed  of  in  accordance  with 
instructions  furnished  by  the  investigative  agency  concerned.  These 
instructions  require  that  the  records  be  returned  to  the  investigative 
agency  concerned  or  be  destroyed  upon  separation  of  the  subject  of 
investigation,  and  permit  earlier  return  or  destruction  when  no  longer 
needed  for  reference  purposes.  Records  on  applicants  not  appointed 
are  destroyed  within  one  year  after  declination  of  appointment  or 
non-appointment  determination. 

System  manager(s)  and  address:  Security  Officer.  Headquarters. 
DCAA,  Cameron  Station,  Alexandria.  VA  22314. 

Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures:  Action  on  requests  from  individuals  for 
access  is  the  responsibility  of  the  investigating  agency  which 
prepared  and  which  maintains  the  record  copy  of  the  report  of  in¬ 
vestigation.  Individuals  who  are  aware  of  the  identity  of  the  in¬ 
vestigative  agency  concerned  may  apply  directly  to  that  agency.  In¬ 
dividuals  not  aware  of  the  identity  of  the  investigative  agency  con¬ 
cerned  should  address  requests  to  the  Records  Administrator, 
Defense  Contract  Audit  Agency,  Cameron  Station,  Alexandria.  VA 
22314,  who  will  route  the  request  to  the  appropriate  investigative 
agency. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  current 
business  address.  Visits  are  limited  to  those  offices  (Headquarters 
and  6  regional  offices)  listed  in  the  DoD  directory  in  the  appendix  to 
DCAA  systems  notices. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is  drivers’s  license  or  employing  of¬ 
fices’  identification  card. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator.  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria.  VA  22314. 

Record  source  categories:  Investigative,  intelligence,  counter-intel¬ 
ligence,  regulatory,  and  law  enforcement  agencies  which  provide  re¬ 
ports  pertaining  to  the  suitability,  eligibility,  or  qualifications  of  in¬ 
dividuals  for  Federal  employment,  military  service,  assignment  to 
sensitive  positions,  or  access  to  classified  information. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552a(j)  4(k).  as  applicable.  For 
additional  information,  contact  the  SYSMANAGER. 

RDCAA  152.4 

System  name:  152.4  Personnel  Security  Adjudication  File 

System  location:  Security  Officer,  Defense  Contract  Audit  Agency 
(DCAA).  Headquarters,  DCAA. 

Categories  of  individuals  covered  by  the  system:  DCAA  personnel 
and  applicants  for  DCAA  employment  op  vvjfyom  appropriate  in¬ 
vestigations  have  been  completed  and  concerning  whom  a  formal 
security  or  suitability  determination  must  be  made  in  connection  with 
their  employment  or  their  access  to  classified  information. 

Categories  of  records  in  the  system:  File  may  contain  classified  or 
unclassified  summaries  or  extracts  of  reports  of  investigation;  inter¬ 
nal  Agency  memorandums  and  correspondence  furnishing  analyses  of 
results  of  investigation  in  so  far  as  their  relationship  to  the  criteria 
contained  in  Executive  Order  10450.  in  the  Federal  Personnel 
Manual,  and  in  IXpartmcnt  of  Defense  directives  and  DCAA  regula¬ 
tions:  comments  and  recommendations  of  the  DCAA  Central 
Clearance  Group  to  the  Director.  DCAA;  and  determinations  by  the 
Director,  DCAA. 

Authority  for  maintenance  of  the  system:  44  USC  2904,  3102;  5  USC 
7531  through  7533;  Executive  Order  10450,  'Security  Requirements 
for  Government  Employees,’  as  amended;  and.  Executive  Order 
11652.  ’Classification  and  Declassification  of  National  Security  Infor¬ 
mation  and  Material’. 

Routine  U9es  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  furnish  summaries  of 
pertinent  investigative  data,  analyses  of  the  relationship  between 
such  data  and  security/suitability  standards,  and  recommended  deter¬ 
minations  and  courses  of  action  to  the  DCAA  Central  Clearance 
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Group  and  the  Director,  DCAA,  for  the  purpose  of  adjudication  of 
personnel  security  cases  and  reaching  security/suitability  determina¬ 
tions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  in  numerical  order  based  on  file  number,  then 
by  organizational  activity  (DCAA  Headquarters  or  field  activities), 
then  alphabetically  by  last  name  of  individual. 

Safeguards:  When  not  in  use,  records  are  stored  in  combination 
lock  file  cabinets  authorized  for  the  storage  of  classified  information, 
which  are  locked  after  normal  business  hours.  Combinations  are 
known  only  by  the  Security  Officer,  DCAA,  and  personnel  under  his 
supervision.  The  office  housing  these  file  cabinets  is  locked  after 
normal  business  hours,  and  the  building  concerned  is  under  security 
guard  protective  measures  after  normal  business  J^ours.  During  nor¬ 
mal  business  hours  the  records  are  either  under  constant  surveillance 
of  security  personnel  or  the  containers  housing  them  are  kept  locked. 
Access  to  the  records  is  limited  to  personnel  who  are  properly 
screened,  cleared,  trained  and  have  an  authenticated  need  for  access 
to  accomplish  a  routine  use  of  the  record.  Classified  records  are  pro¬ 
tected  in  accordance  with  the  provisions  of  Executive  Order  1 1652  as 
implemented  by  DoD  Regulation  5200.1-ft.  'Information  Security  Pro¬ 
gram  Regulation’. 

Retention  and  disposal:  Where  no  adverse  action  is  taken,  records 
are  destroyed  upon  completion  of  final  security  and  suitability  deter¬ 
minations.  Where  adverse  action  is  taken,  records  are  destroyed  two 
years  after  the  individual  concerned  is  separated  from  the  Agency,  or 
in  the  case  of  applicants,  within  pne  year  after  a  non-appointment 
determination  is  made. 

System  manager(s)  and  address:  Security  Officer,  Headquarters. 
Defense  Contract  Audit  Agency,  Building  4,  Cameron  Station.  Alex¬ 
andria,  VA  22314. 

Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4.  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  current 
business  address.  Visits  are  limited  to  those  offices  (Headquarters 
and  6  regional  offices)  listed  in  the  DoD  Directory  in  the  appendix  to 
DCAA  systems  notices. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license  or  employing  of¬ 
fices'  identification  card. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314 

Record  source  categories:  Reports  of  investigations  conducted  in 
connection  with  employment  or  access  to  classified  information;  ad¬ 
visory  data  prepared  by  members  of  DCAA  Central  Clearance 
Group. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552a(j)  4<k),  as  applicable.  For 
additional  information,  contact  the  SYSMANAGFR. 

RDCAA  152.5 

System  name:  152.5  Notification  of  Security  Determinations 

System  location:  Primary  System-Security  Officer,  Defense  Con¬ 
tract  Audit  Agency  (DCAA),  Headquarters,  DCAA. 

Categories  of  individuals  covered  by  the  system:  DCAA  personnel 
and  applicants  for  DCAA  employment  on  whom  specific  security  or 
suitability  action  must  be  taken. 

Categories  of  records  in  the  system:  Records  may  contain  a  summa¬ 
ry  of  pertinent  security  or  suitability  information;  the  results  of 
security  determinations  approved  by  the  Director,  DCAA;  and 
directed  or  recommended  actions  to  be  taken  at  DCAA  Regional  Of¬ 
fice  or  Field  Audit  Office  level. 

Authority  for  maintenance  of  the  system:  44  USC  2904,  3102;  5  USC 
7531  through  7533;  Executive  Order  10450,  'Security  Requirements 
for  Government  Employees,’  as  amended  and  Executive  Order 


1 1652,  ’Classification  and  Declassification  of  National  Security  Infor¬ 
mation  and  Material.' 

-  Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  permit  required  actions 
of  a  suitability  or  a  security  nature  to  be  taken  by  appropriate  Agen¬ 
cy  officials  at  DCAA  Regional  Office  and  Field  Audit  Office  level, 
including  regional  managers,  heads  of  field  audit  offices,  security 
control  officers,  and  chiefs  of  regional  personnel  divisions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Folders  are  filed  in  numcncal  order  based  on  file 
number,  then  by  organizational  element  (DCAA  Headquarters  or 
DCAA  field  activities)  and  then  alphabetically  by  name  of  individual 
concerned. 

Safeguards:  Records  are  accessible  only  to  authorized  personnel 
who  are  properly  cleared  and  trained  and  who  require  access  in  con¬ 
nection  with  their  official  duties.  Records  are  stored  in  locked  filing 
cabinets  after  normal  business  hours  and  are  stored  only  in  buildings 
protected  by  guard  force  systems  after  normal  business  hours. 

Retention  and  disposal:  Destruction  is  directed  individually  in  each 
case  upon  completion  of  final  security  or  suitability  actions  or  auto¬ 
matically  upon  non-appointment  of  applicants  or  separation  of  em¬ 
ployees,  whichever  is  earlier. 

System  manager(s)  and  address:  Security  Officer,  Headquarters. 
DCAA,  Cameron  Station.  Alexandria.  VA  22314 

Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station.  Bldg.  4.  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Records  Administrator.  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria.  VA  22314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  current 
business  address.  Visits  are  limited  to  those  offices  (Headquarters 
and  6  regional  offices)  listed  in  the  DoD  directory  in  the  appendix  to 
DCAA  systems  notices. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is  driver's  license  or  employing  offices’ 
identification  card. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator.  Defense  Contract  Audit  Agency. 
Cameron  Station,  Alexandria.  VA  22314. 

Record  source  categories:  Results  of  investigations  received  from 
Federal  agencies  and  recommendations  for  action  from  appropriate 
DCAA  Headquarters  staff  elements. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552a(j)  4(k),  as  applicable.  For 
additional  information,  contact  the  SYSMANAGFR. 

RDCAA  152.6 

System  name:  152.6  Regional  Security  Clearance  Request  Files 

System  location:  Primary  System-Security  Control  Officers  of 
DCAA  Regional  and  Field  Audit  Offices  and  Chiefs  of  Personnel 
Divisions.  DCAA  Regional  Offices,  whose  addresses  are  in  the  DoD 
directory  in  the  appendix  to  DCAA’s  system  notices. 

Decentralized  Segment-Security  Officer.  Defense  Contract  Audit 
Agency,  Headquarters,  DCAA. 

Categories  of  individuals  covered  by  the  system:  All  applicants  for 
employment  with  DCAA;  all  DCAA  U.S.  citizen  employees;  all 
DCAA  non-U. S.  citizen  employees  assigned  to  sensitive  positions;  all 
military  personnel  assigned,  detailed,  or  attached  to  DCAA  who  are 
assigned  to  sensitive  positions;  all  persons  hired  on  a  contractual 
basis  by,  or  serving  in  an  advisory  capacity  to  DCAA,  who  require 
access  to  classified  information. 

Categories  of  records  in  the  system:  Files  contain  personnel  security 
data  forms  submitted  by  employees  and  applicants  and  required  in 
the  processing  of  security  investigations;  requests  for  various  types 
of  security  clearance  actions;  requests  for  appointment  of  employees 
to  security  control  duties;  copies  of  notices  of  proposed  appoint¬ 
ments;  and  requests  for  and  approvals/disapprovals  of  changes  of 
sensitivity  of  positions. 
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Authority  lor  maintenance  ol  the  system:  44  USC  2904.  3102;  5  USC 
7531  through  7533,  Kxccutivc  Order  10450,  'Security  Requirements 
for  Government  Employees,'  as  amended;  Executive  Order  11652, 
'Classification  and  Declassification  of  National  Security  Information 
and  Material.’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Security  Control  Officers 
of  DCAA  Field  Audit  Offices  -  To  obtain  necessary  data  to  process 
personnel  security  investigations  from  employees  and  applicants  for 
forwarding  to  Chiefs  of  Regional  Personnel  Divisions  or  Regional 
Security  Control  Officers,  as  appropriate. 

Chiefs  of  Personnel  Divisions,  DCAA  Regional  Offices  and 
Director  of  Personnel,  Headquarters,  DCAA  -  To  obtain  and  transmit 
necessary  data  required  to  process  requests  for  personnel  security  in¬ 
vestigations  on  applicants  and  employees  for  forwarding  to  Regional 
Security  Control  Officer  and/or  Security  Officer.  DCAA.  as  ap¬ 
propriate. 

Regional  Security  Control  Officers  -  To  screen,  review  and  process 
requirements  for  all  personnel  security  actions  and  to  transmit 
requests  for  investigations  to  the  Security  Officer,  DCAA  or  ap¬ 
propriate  Federal  investigative  agency  as  required. 

Security  Officer,  Headquarters.  DCAA  -  To  review  and  request 
appropriate  security  investigation  from  Federal  investigative  agen¬ 
cies.  - 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievabiiity :  Filed  alphabetically  by  last  name  of  individual  con¬ 
cerned  in  subject  file. 

Safeguards:  Records  are  accessible  only  to  those  authorized  per¬ 
sonnel  required  to  prepare,  review,  process,  and  type  necessary 
documents.  Records  are  stored  in  locked  filing  cabinets  after  normal 
business  hours  and  are  stored  in  locked  rooms  and  buildings  or 
buildings  that  are  protected  by  a  guard  force  system  after  normal 
business  hours. 

Retention  and  disposal:  These  are  transitory  files  at  DCAA  Re¬ 
gional  and  Field  Audit  Office  level  and  are  maintained  only  during 
processing  and  pending  final  action  on  requests;  upon  receipt  of  final 
action  taken  on  request,  files  are  destroyed.  Segments  of  the  system 
held  by  the  Security  Officer,  DCAA  are  destroyed  upon  separation 
of  the  employee  or  within  one  year  after  non-appointment  of  an  ap¬ 
plicant. 

System  managerts)  and  address:  Security  Officer,  Headquarters. 
DCAA,  Cameron  Station,  Alexandria.  VA  22314. 

Chiefs,  Personnel  Divisions,  DCAA  Regional  Offices;  DCAA  Re¬ 
gional  Security  Control  Offices;  Chiefs  of  DCAA  Field  Audit  Of¬ 
fices,  whose  addresses  are  in  the  DoD  directory  in  the  appendix  to 
DCAA’s  system  notices. 

Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Records  Administrator.  Defense  Contract  Audit  Agency, 
Cameron  Station.  Alexandria,  VA  22314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  current 
business  address.  Visits  are  limited  to  those  offices  (Headquarters 
and  6  Regional  Offices)  listed  in  the  DoD  directory  in  the  appendix 
to  DCAA  system  notices. 

In  personal  visits,  the  individual  should  be  able  to  provide  accepta¬ 
ble  identification,  that  is  driver's  license  or  employing  offices' 
identification  card. 

Contesting  record  procedures:  The  Agency  rules  for  contesting  con¬ 
tents  and  appealing  initial  determinations  may  be  obtained  from  the 
Records  Administrator.  Defense  Contract  Audit  Agency,  Cameron 
Station,  Alexandria,  VA  22314. 

Record  source  categories:  Chiefs  of  Personnel  Divisions,  DCAA  Re¬ 
gional  Offices;  Regional  Security  Control  Officers.  DCAA  Regional 
Offices;  Chiefs  of  DCAA  field  audit  offices. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  152,7 

System  name:  152.7  Clearance  Certification 


System  location:  Primary  System-Security  Officer.  Defense  Con¬ 
tract  Audit  Agency  (DCAA).  Headquarters,  DCAA  and  Regional 
Security  Control  Officers  of  DCAA  Regional  Offices,  whose  ad¬ 
dresses  are  in  the  DoD  directory  in  the  appendix  to  DCAA's  system 
notices. 

Decentralized  Segments-Director  of  Personnel,  Defense  Contract 
Audit  Agency  (DCAA),  Headquarters,  DCAA:  Chiefs  of  Personnel 
Divisions,  DCAA  Regional  Offices;  and  Security  Control  Officers  of 
DCAA  Field  Audit  Offices,  whose  addresses  are  in  the  DoD  directo¬ 
ry  in  the  appendix  to  DCAA's  system  notices. 

Categories  of  individuals  covered  by  the  system:  All  DCAA  person¬ 
nel  who  require  access  to  classified  information. 

Categories  of  records  in  the  system:  Files  contain  interim  and  final 
security  clearance  certificates  attesting  to  type  of  investigation  con¬ 
ducted  and  degree  of  access  to  classified  information  which  is 
authorized. 

Authority  for  maintenance  of  the  system:  44  (JSC  2904.  3102:  5  USC 
7531  through  7533.  Executive  Order  10450.  'Security  Requirements 
for  Government  Employees.'  as  amended:  Executive  Order  11652. 
'Classification  and  Declassification  of  National  Security  Information 
and  Material.' 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Security  Officer.  IX?  A  A. 
Security  Control  Officers  ol  DCAA  Regional  and  Field  Audit  Of- 
fices-To  authorize  DCAA  employees  in  sensitive  positions  access  to 
specific  levels  of  classified  information:  and  to  furnish  notice  of 
security  clearance  and  access  authorizations  to  appropriate  DCAA 
activities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievabiiity:  Filed  alphabetically  by  last  name  of  individual  con¬ 
cerned  within  subject  file. 

Safeguards:  Records  are  accessible  only  to  those  authonzed  per¬ 
sonnel  required  to  act  upon  a  request  for  access  to  classified  defense 
information.  Records  are  stored  in  locked  filing  cabinets  after  normal 
business  hours  and  stored  in  locked  rooms  or  buildings  that  arc  pro¬ 
tected  by  a  guard  force  system  after  normal  business  hours. 

Retention  and  disposal:  Files  pertaining  to  Federal  employees,  mili¬ 
tary  personnel,  and  persons  furnishing  services  to  DCAA  on  a  con¬ 
tract  basis  are  destroyed  upon  separation  of  employees,  transfer  of 
military  personnel  from  DCAA,  and  upon  termination  of  contractor 
personnel.  Files  of  individuals  transferring  within  DCAA  are  trans¬ 
ferred  to  security  control  office  of  gaining  element  for  maintunencc. 

System  manager(s)  and  address:  Security  Officer.  DCAA. 
Headquarters,  DCAA.  Cameron  Station.  Alexandria.  VA  22314. 

Regional  Security  Control  Officers  in  DCAA  Regional  Offices 
whose  addresses  are  in  the  DoD  directory  in  the  appendix  to 
DCAA’s  system  notice. 

Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station.  Bldg.  4.  Room  4A320 
Alexandria.  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Records  Administrator.  Defense  Contract  Audit  Agency. 
Cameron  Station.  Alexandria,  VA  22314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  current 
business  address.  Visits  are  limited  to  those  offices  (Headquarters 
and  6  regional  offices)  listed  in  the  DoD  directory  in  the  appendix  to 
DCAA's  system  notice. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is  drivers’s  license  or  employing  of¬ 
fices’  identification  card. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314. 

Record  source  categories:  Security  Officer,  DCAA:  Regional 
Security  Control  Officers,  DCAA  Regional  Offices. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  153.3 

System  name:  153.3  Key  Control  Records 

System  location:  Security  Branch,  Office  of  Deputy  for  Resources 
Management.  Headquarters,  DCAA. 
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Regional  Offices  and  Field  Audit  Offices  whose  addresses  are 
listed  in  the  Department  of  Defense  directory  in  the  appendix  to 
DCAA’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  Any  civilian  em¬ 
ployee  of  DCAA  who  has  been  issued  keys  in  connection  with  the 
physical  security  of  an  office. 

Categories  of  records  in  the  system:  File  contains  all  records  relating 
to  the  issuing  of  keys  to  individuals  in  connection  with  physical 
security  to  an  office. 

Authority  for  maintenance  of  the  system:  5  United  States  Code  301 ; 
10  United  States  Code  133;  44  United  States  Code  2901;  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  staff  responsible 
for  issuing  the  keys. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Department  of  Justice,  or  to  law  enforce¬ 
ment  or  investigatory  authorities  for  investigation  and  possible 
criminal  prosecution,  civil  court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  These  records  may  be  filed  by  organization,  by  key 
number,  or  alphabetically  by  names  of  individuals. 

Safeguards:  Files  are  under  staff  supervision  during  duty  hours; 
buildings  are  locked  and/or  guarded  by  security  guards  during  non¬ 
duty  hours. 

Retention  and  disposal:  These  records  are  destroyed  six  months 
after  tum-in  of  key. 

System  managers)  and  address:  Security  Officer,  DCAA  Headquar¬ 
ters 

Security  Control  Officers  in  Regional  Offices  and  Field  Audit  Of¬ 
fices. 

Official  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  DCAA’s  systems  notice. 

Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314. 

Written  requests  for  information  should  contain  the  full  name,  ad¬ 
dress,  and  telephone  number  and  the  official  address  of  the  in¬ 
dividual.  Visits  are  limited  to  those  offices  listed  in  the  Department 
of  Defense  directory  in  the  appendix  to  DCAA’s  systems  notice. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver's  license,  employee  identifi¬ 
cation  card. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  A^xandria,  VA  22314. 

Record  source  categories:  Offices  responsible  for  key  controls. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  205.09 

System  name:  205.09  Delegations  of  Authority 

System  location:  All  DCAA  offices  whose  addresses  are  listed  in 
the  DoD  directory  in  the  appendix  to  DCAA’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  Any  civilian  em¬ 
ployee  of  DCAA  who  has  been  designated  to  fill  a  specific  position. 

Categories  of  records  in  the  system:  Records  created  in  the  process 
of  designating  specific  individuals  to  fill  specific  positions,  such  as 
property  control  officers,  security  control  officers,  transportation 
agents,  personnel  officers,  safety  officers,  and  similar  positions. 

Authority  for  maintenance  of  the  system:  5  United  States  Code  301; 
10  United  States  Code  133;  44  United  States  Code  2901,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  staff  responsible 
for  the  program  at  all  organizational  levels  of  DCAA.  Other  routine 
uses  could  include  disclosure  to  other  Federal  agencies,  other  De¬ 
partment  of  Defense  components,  the  Department  of  Justice  or  to 
law  enforcement  or  investigatory  authorities  for  investigation  and 
possible  criminal  prosecution,  civil  court  action,  or  regulatory  orders. 


These  records  are  available  to  the  public  under  the  Freedom  of  Infor¬ 
mation  Act. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  These  files  may  be  filed  by  subject,  by  organization, 
and  then  within  the  folder,  alphabetically  by  name  of  individual. 

Safeguards:  Files  are  under  staff  supervision  during  duty  hours; 
buildings  are  locked  and/or  guarded  by  security  guards  during  non¬ 
duty  hours. 

Retention  and  disposal:  These  records  are  destroyed  two  years 
after  termination  of  appointment. 

System  managers)  and  address:  Chiefs  of  all  offices  at  all  organiza¬ 
tional  levels  of  DCAA  whose  addresses  are  listed  in  the  Department 
of  Defense  directory  in  the  appendix  to  DCAA’s  systems  notice. 

Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314. 

Written  requests  for  information  should  contain  the  full  name,  ad¬ 
dress,  and  telephone  number  of  individual.  Visits  are  limited  to 
DCAA’s  systems  notice. 

For  personal  visits,  no  identification  is  required,  as  these  records 
are  available  to  the  public  under  the  Freedom  of  Information  Act. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314. 

Record  source  categories:  Office  chief  making  the  delegation  of 
authority. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  240.1 

System  name:  240.1  General  (Permanent  Change  of  Station) 

System  location:  Office  of  Counsel,  Headquarters,  DCAA 

Categories  of  individuals  covered  by  the  system:  Any  DCAA  em¬ 
ployee  who  is  involved  in  a  permanent  change  of  duty  station  for¬ 
wards  application  for  reimbursement  for  real  estate  expenses  in¬ 
curred  in  connection  with  the  sale  and  purchase  of  residences  for 
review  and  approval  for  payment. 

Categories  of  records  in  the  system:  File  contains  individual’s  appli¬ 
cation  for  reimbursement  and  related  processing  papers;  correspon¬ 
dence  between  the  Office  of  Counsel,  Regional  Offices,  Department 
of  Housing  and  Urban  Development,  and  individuals  concerned. 

Authority  for  maintenance  of  the  system:  Public  Law  80-516  (5 
U.S.C.  5724a) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  of  Counsel-To 
determine  reimbursement  for  real  estate  expenses  incurred  in  connec¬ 
tion  with  a  permanent  change  of  duty  station. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  individual’s  name. 

Safeguards:  Under  staff  supervision  during  duty  hours;  buildings 
have  security  guards  during  nonduty  hours. 

Retention  and  disposal:  Destroy  after  3  years. 

System  managers)  and  address:  Counsel,  Headquarters,  DCAA, 
Cameron  Station,  Alexandria,  Va.  22314 

Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202  274-7285 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number.  Visits  are 
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limited  to  the  Records  Administrator,  Building  4,  Room  4A320, 
Cameron  Station,  Alexandria,  VA 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license  or  some  other  form 
of  identification. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Records 
Administrator,  Building  4,  Room  4A320.  Cameron  Station,  Alexan¬ 
dria,  VA  22314. 

Record  source  categories:  Correspondence  from  individual's  super¬ 
visor,  DCAA  employees,  former  employers,  between  DCAA  staff 
members,  and  between  DCAA  and  other  Federal  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  240.1  2 

System  name:  240.1  Cross  Reference  Index  to  Legal  Opinions 
System  location:  Office  of  Counsel,  Headquarters,  DCAA 
Categories  of  individuals  covered  by  the  system:  Records  which 
have  been  referred  to  the  Counsel  for  review  for  legal  sufficiency. 
Records  may  be  filed  by  name  of  individual  or  subject  matter. 

Categories  of  records  in  the  system:  Card  index  which  identifies 
legal  opinions  and  directs  the  staff  to  subject  or  name  files  of  legal 
opinions. 

Authority  for  maintenance  of  the  system:  5  USC  301;  10  USC  133; 
44  USC  2901 ,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  of  Counsel  as  an 
index  to  the  files  of  legal  opinions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Three  by  five  cards  in  file  boxes 

Retrievability:  Filed  alphabetically  by  subject  or  name  of  individual 
or  corporation 

Safeguards:  Under  legal  staff  supervision  during  duty  hours; 
buildings  are  guarded  by  security  guards  during  nonduty  hours. 

Retention  and  disposal:  Index  cards  are  destroyed  when  obsolete, 
superseded  or  no  longer  needed. 

System  manager^)  and  address:  Counsel,  Headquarters,  DCAA 
Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202  274-7285 
Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Records  Administrator.  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria.  VA  22314 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number.  Visits  are 
limited  to  the  Records  Administrator,  Building  4,  Room  4A320, 
Cameron  Station.  Alexandria.  VA. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver's  license  or  some  other  form 
of  identification. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator.  Building  4.  Room  4A320.  Cameron  Sta¬ 
tion.  Alexandria.  VA  22314. 

Record  source  categories:  Documents  contained  in  the  legal  opinion 

case  files. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  240.2 

System  name:  240.2  Statements  of  Employment  and  Financial  Interest 
System  location:  Office  of  Counsel,  Headquarters,  DCAA 
Supervisors  of  all  DCAA  auditor  employees.  GS-13  and  above.  Of¬ 
fices  listed  in  DoD  directory  in  appendix  to  DCAA’s  systems  notices. 

Categories  of  individuals  covered  by  the  system:  Information  ob¬ 
tained  from  all  DCAA  auditor  personnel  in  grades  GS-13  and  above. 

Categories  of  records  in  the  system:  Department  of  Defense  Forms 
1555  and  1555-1,  Confidential  Statement  of  Employment  and  Finan¬ 
cial  Interest 

Authoritv  for  maintenance  of  the  system:  Executive  Order  11222 
dated  May  8,  1965. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Data  is  collected  for  pur¬ 
pose  of  assuring  compliance  with  conflict  of  interest  laws  and  regula¬ 
tions. 

Irregularities  may  be  divulged  to  other  DoD  components  and  De¬ 
partment  of  Justice. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 
Retrievability:  Alphabetically  by  last  name  of  employee 
Safeguards:  Stored  in  locked  tumbler  safe  during  nonduty  hours; 
only  the  staff  of  the  DCAA  Counsel  is  permitted  access  during  duty 
hours 

Retention  and  disposal:  Counsel,  DCAA-These  records  are 
destroyed  two  years  after  termination  of  employment  with  DCAA. 

Supervisors-These  files  are  destroyed  upon  transfer  or  separation 
of  the  employee 

System  managers)  and  address:  Counsel,  Headquarters.  DCAA 
Notification  procedure:  Information  may  be  obtained  from: 

Counsel 

Defense  Contract  Audit  Agency 
Cameron  Station.  Bldg.  4,  Room  4A175 
Alexandria.  VA  22314 
Telephone:  Area  Code  202/274/7321 
RecoH  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Counsel.  Defense  Contract  Audit  Agency,  Cameron  Sta¬ 
tion.  Alexandria,  VA  22314 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number.  Visits  are 
limited  to  the  Office  of  Counsel.  Building  4.  Room  4A175.  Cameron 
Station.  Alexandria.  VA. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is.  driver's  license  or  employment 
identification  card. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  SYSMANAGER 
Record  source  categories:  NONE 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  240.3 

System  name:  240.3  Legal  Opinions 
System  location:  Office  of  Counsel.  Headquarters,  DCAA 
Categories  of  individuals  covered  by  the  system:  Any  DCAA  em¬ 
ployee  who  files  a  complaint  with  regard  to  personnel  problems  that 
require  a  legal  opinion  for  resolution 
Categories  of  records  in  the  system:  Fraud-Files  contain  interoffice 
memorandums,  citations  used  in  determining  legal  opinion,  in  some 
cases  copies  of  investigations  (FBI),  copies  of  Agency  determina¬ 
tions. 

EEO-Files  contain  initial  appeal,  copies  of  interoffice  memoran¬ 
dums,  testimony  at  EEO  hearings,  copy  of  Agency  determination. 
Citations  used  in  determining  legal  opinions. 

Adverse  Actions-Files  contain  interoffice  memorandums,  citations 
used  in  determining  legal  opinion.  Agency  determination. 

Grievanccs-Files  contain  correspondence  relating  to  DCAA  em¬ 
ployees  filing  grievances  regarding  leave,  removals,  resignations, 
suspensions,  disciplinary  actions,  travel,  citations  used  in  determining 
legal  opinion.  Agency  determinations. 

Awards-Files  contain  correspondence  relating  to  DCAA  employee 
awards,  suggestion  evaluations,  citations  used  for  legal  determina¬ 
tion,  Agency  determination. 

Security  Violations-Filcs  contain  interoffice  correspondence  relat¬ 
ing  to  DCAA  employee  security  violations,  citations  used  in  deter¬ 
minations.  Agency  determination. 

Authority  for  maintenance  of  the  system:  Federal  Records  Act  1950 
(44  USC  2904.  3102.  3309).  Records  Disposal  Act  44  USC  3301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  id  such  uses:  Office  of  Counsel-Dcter- 
mine  legal  sufficiency 

Deputy  for  Resources  Management-Legal  opinion  considered  in 
final  determinations. 

Executive  Officer-Legal  opinion  considered  in  final  determination. 
Other  DoD  components-Rcferral  for  investigations,  determinations. 
Department  of  Justice-Referral  for  possible  criminal  prosecution  of 
fraud. 
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Disclosure  to  law  enforcement  or  investigatory  authorities  for  in¬ 
vestigation  and  possible  criminal  prosecution,  civil  court  action,  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrtevability:  Primary  filing  system  is  by  subject;  within  subjects, 
files  are  alphabetical  by  subject,  corporation,  name  of  individual. 

Safeguards:  Under  staff  supervision  during  duty  hours;  security 
guards  are  provided  during  nonduty  hours. 

Retention  and  disposal:  These  files  are  for  permanent  retention. 
They  are  retained  in  active  files  for  five  years  and  retired  to 
Washington  National  Records  Center. 

System  manager(s)  and  address:  Counsel,  Headquarters,  DCAA, 
Cameron  Station,  Alexandria,  VA.  22314 
Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274/7285 
Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314 
Written  requests  from  individuals  for  information  should  contain 
the  full  name  of  the  individual,  current  address  and  telephone 
number.  Visits  are  limited  to  Records  Administrator,  Building  4, 
Room  4A320,  Cameron  Station,  Alexandria,  VA  22314 
For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  that  is,  driver’s  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  with  his  ’case’  folder. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator,  Building  4,  Room  4A320,  Cameron  Sta¬ 
tion,  Alexandria,  VA  22314. 

Record  source  categories:  Correspondence  from  individual’s  super¬ 
visor,  DCAA  employees,  former  employers,  between  DCAA  staff 
members,  and  between  DCAA  and  other  Federal  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552a(j)  4(k),  as  applicable.  For 
additional  information,  contact  the  SYSMANAGER. 

RDCAA  240.5 

System  name:  240.5  Standards  of  Conduct,  Conflict  of  Interest 
System  location:  Office  of  Counsel,  Headquarters,  DCAA 
Categories  of  individuals  covered  by  the  system:  Any  DCAA  em¬ 
ployee  who  has  accepted  gratuities  from  contractors  or  who  has  busi¬ 
ness,  professional  or  financial  interests  that  would  indicate  a  conflict 
between  their  private  interests  and  those  related  to  their  duties  and 
responsibilities  as  DCAA  personnel.  Any  DCAA  employee  who  is  a 
member  or  officer  of  an  organization  that  is  incompatible  with  their 
official  government  position,  using  public  office  for  private  gain,  or 
affecting  adversely  the  confidence  of  the  public  in  the  integrity  of  the 
Government.  „„ 

Categories  of  records  in  the  system:  Office  of  Counsel-Files  contain 
documents  and  background  material  on  any  apparent  conflict  of  in¬ 
terest  or  acceptance  of  gratuities  by  DCAA  personnel.  Correspon¬ 
dence  may  involve  interoffice  memorandums,  correspondence 
between  former  DCAA  employees  and  Headquarters  staff  members, 
citations  used  in  legal  determinations  and  Agency  determinations. 

Authority  for  maintenance  of  the  system:  Executive  Order  11222 
dated  May  8,  1965. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  of  Counsel-Deter- 
mine  legal  sufficiency. 

Deputy  for  Resources  Management-Legal  opinion  considered  in 
final  determination.  , 

Other  DoD  components-Referral  for  investigation,  determination. 
Department  of  Justice-Referral  for  possible  criminal  prosecution  or 
fraud. 

Disclosure  to  law  enforcement  or  investigatory  authorities  for  in¬ 
vestigation  and  possible  criminal  prosecution,  civil  court  action,  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 


Retrievability:  Primary  filing  system  is  by  subject,  within  subject, 
files  are  alphabetical  by  subject,  corporation,  name  of  individual. 

Safeguards:  Under  staff  supervision  during  duty  hours;  buildings 
have  security  guards  during  nonduty  hours. 

Retention  and  disposal:  These  files  are  for  permanent  retention. 
They  are  retained  in  active  files  for  five  years  and  retired  to 
Washington  National  Records  Center. 

System  managers)  and  address:  Counsel,  Headquarters,  DCAA, 
Cameron  Station,  Alexandria,  Va.  22314 

Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA.  22314 
Telephone:  Area  Code  202/274/7285 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314. 

Written  requests  from  individuals  for  information  should  contain 
the  full  name  of  the  individual,  current  address  and  telephone 
number.  Visits  are  limited  to  Records  Administrator,  Room  4A320, 
Cameron  Station,  Alexandria,  VA  22314. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  that  is,  driver’s  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  with  his  ’case’  folder. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator,  Room  4A320,  Cameron  Station,  Alexan¬ 
dria,  VA  22314 

Record  source  categories:  Correspondence  from  individual’s  super¬ 
visor,  DCAA  employees,  former  employees,  between  DCAA  staff 
members,  and  between  DCAA  and  other  Federal  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552a(j)  4(k),  as  applicable.  For 
additional  information,  contact  the  SYSMANAGER. 

RDCAA  260.4 

System  name:  260.4  White  House  Correspondence 

System  location:  Primary  System-Executive  Office,  Headquarters, 
DCAA 

Decentralized  Segments-DCAA  Regional  Offices  and  Field  Audit 
Offices.  Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  Any  individual  who 
has  written  to  the  President  or  a  member  of  his  staff  about  a  matter 
under  the  purview  of  the  Defense  Contract  Audit  Agency  if  the  letter 
was  referred  by  the  White  House  for  information  or  reply. 

Categories  of  records  in  the  system:  Copies  of  correspondence  from 
the  individual,  the  referral  letter  from  the  White  House,  the  reply 
made  by  DCAA  either  to  the  individual  or  to  the  White  House,  and 
any  backup  material  developed  in  the  process  of  preparing  the  reply. 

Authority  for  maintenance  of  the  system:  5  United  States  Code  301; 
10  United  States  Code  133;  44  United  States  Code  2901,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  staff  responsible 
for  preparing  the  reply  or  for  providing  information  on  which  to  base 
a  reply. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  other  Federal  agencies,  the  Department  of 
Justice  or  law  enforcement  or  investigatory  authorities  for  investiga¬ 
tion  and  possible  criminal  prosecution,  civil  court  action,  or  regulato¬ 
ry  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  These  records  are  filed  chronologically  under  the 
subject  ’White  House  Correspondence,’  and  may  be  indexed  by  sub¬ 
ject  of  the  correspondence  and  name  of  writer. 

Safeguards:  Files  are  under  staff  supervision  during  duty  hours; 
buildings  are  locked  and/or  guarded  by  security  guards  during  non¬ 
duty  hours. 

Retention  and  disposal:  Files  maintained  by  the  Executive  Office 
are  for  permanent  retention.  They  are  retained  in  active  files  for  five 
years  and  retired  to  Washington  National  Records  Center. 
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Files  maintained  by  other  offices  are  retained  in  active  files  for 
one  year,  then  retired  to  a  Federal  Records  Center  for  destruction 

after  four  years. 

System  manager(s)  and  address:  Headquarters,  DC  A  A,  Executive 

Officer 

Regional  Managers,  DC  A  A 

Chiefs  of  Field  Audit  Offices 

Official  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  DCAA’s  systems  notice. 

Notification  procedure:  Information  may  be  obtained  from: 

Executive  Officer 

Defense  Contract  Audit  Agency,  Bldg.  4,  Room  4C346 

Alexandria,  VA  22314 

Telephone:  Area  Code  202/274-7319 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Executive  Officer,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  and  the  current  address  and  telephone  number.  Visits 
are  limited  to  the  Executive  Office,  Cameron  Station,  Alexandria, 
VA  22314. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver's  license,  employing  office's 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  in  the  file. 

Contesting  record  procedures:  The  Department's  rules  for  contest¬ 
ing  contents  and  appealing  initial  determinations  may  be  obtained 
from  the  SYSMANAGER. 

Record  source  categories:  Correspondence  originating  in  the  White 
House,  in  the  staff  offices  of  the  Defense  Contract  Audit  Agency, 
and  other  Federal  agencies;  notes  and  documents  collected  in  the 
process  of  formulating  a  reply. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552a(j)  4(k),  as  applicable.  For 
additional  information,  contact  the  SYSMANAGER. 

RDCAA  260.5 

System  name:  260.5  Congressional  Committee  Correspondence 

System  location:  Primary  System-Executive  Office,  Headquarters, 
DC  A  A 

Decentralized  Segments-DCAA  Regional  Offices  and  Field  Audit 
Offices.  Official  addresses  are  in  the  Department  of  Defense  directo¬ 
ry  in  the  appendix  to  DCAA’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  Any  individual 
Member  of  a  Congressional  Committee  or  a  staff  member  of  the 
Committee  who  has  written  to  DCAA  about  a  matter  under  the  pur¬ 
view  of  DCAA. 

Categories  of  records  in  the  system:  Copies  of  correspondence  from 
the  Committee  member  or  staff  member,  the  reply  made  by  DCAA 
and  any  backup  material  developed  in  the  process  of  preparing  reply. 

Authority  for  maintenance  of  the  system:  5  United  States  Code  301 ; 
10  United  States  Code  133;  44  United  States  Code  2901;  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  staff  responsible 
for  preparing  the  reply  or  for  providing  information  on  which  to  base 
a  reply. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  other  Federal  agencies,  the  Department  of 
Justice  or  law  enforcement  or  investigatory  authorities  for  investiga¬ 
tion  and  possible  criminal  prosecution,  civil  court  action,  or  regulato¬ 
ry  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  These  records  are  filed  chronologically  under  the 
subject  'Committee  Correspondence’  and  may  be  indexed  by  subject 
of  the  correspondence  and  the  name  of  the  Committee  or  the  in¬ 
dividual. 

Safeguards:  Files  are  under  staff  supervision  during  duty  hours: 
buildings  are  locked  and/or  guarded  by  security  guards  during  non¬ 
duty  hours. 

Retention  and  disposal:  Files  maintained  by  the  Flxecutive  Office 
are  for  permanent  retention.  They  are  retained  in  active  files  for  five 
years  and  retired  to  the  Washington  National  Records  Center. 

Files  maintained  by  other  offices  are  retained  in  active  files  for 
one  year,  then  retired  to  a  Federal  Records  Center  for  destruction 
after  four  years. 


System  managerfs)  and  address:  Headquarters,  DCAA,  Executive 
Officer 

Regional  Managers,  DCAA 

Chiefs  of  Field  Audit  Offices 

Official  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  DCAA's  systems  notice. 

Notification  procedure:  Information  may  be  obtained  from: 

Executive  Officer 

Defense  Contract  Audit  Agency,  Bldg.  4.  Room  4C346 

Alexandria,  VA  22314 

Telephone:  Area  Code  202/274-7319 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Executive  Officer.  Defense  Contract  Audit  Agency. 
Cameron  Station.  Alexandria.  VA  22314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  and  the  current  address  and  telephone  number.  Visits 
are  limited  to  the  Executive  Office.  Cameron  Station.  Alexandria. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is.  driver's  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  in  the  file. 

Contesting  record  procedures:  The  Department's  rules  for  contest¬ 
ing  contents  and  appealing  initial  determinations  may  be  obtained 
from  the  SYSMANAGER. 

Record  source  categories:  Correspondence  originating  in  the  Con¬ 
gressional  Committee,  in  the  staff  offices  of  the  Defense  Contract 
Audit  Agency,  and  other  Federal  agencies:  notes  and  documents  col¬ 
lected  in  the  process  of  formulating  a  reply. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552a(j)  4(k),  as  applicable.  For 
additional  information,  contact  the  SYSMANAGER. 

RDCAA  260.6 

System  name:  260.6  Congressional  Correspondence 

System  location:  Primary  System-Executive  Office,  Headquarters. 
DCAA 

Decentralized  Segments-DCAA  Regional  Offices  and  Field  Audit 
Offices.  Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA's  systems  notice. 

Categories  of  individuals  covered  by  the  system:  Any  individual  who 
has  written  to  a  Member  of  Congress  concerning  employment  infor¬ 
mation  or  assistance  in  obtaining  employment  that  was  referred  to 
DCAA  for  reply  by  the  Congressman. 

Categories  of  records  in  the  system:  Copies  of  the  correspondence 
from  the  individual  if  forwarded  by  the  Member,  copies  of  the  refer¬ 
ral  letter  from  the  Member,  the  reply  made  by  DCAA  to  either  the 
individual  or  the  Member,  and  any  backup  material  developed  in  the 
process  of  preparing  the  reply. 

Authority  for  maintenance  of  the  system:  5  United  States  Code  301 ; 
10  United  States  Code  133;  44  United  States  Code  2901;  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  staff  responsible 
for  preparing  the  reply  or  for  providing  information  on  which  to  base 
a  reply. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components  or  other  Federal  agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  These  records  are  filed  chronologically  under  the 
subject  'Congressional  Correspondence.’  and  may  be  indexed  by 
Congressman’s  name  and  include  subject  of  letter  and  name  of  in¬ 
dividual.  if  known. 

Safeguards:  Files  are  under  staff  supervision  during  duty  hours: 
buildings  are  locked  and/or  guarded  by  security  guards  during  non¬ 
duty  hours. 

Retention  and  disposal:  These  files  are  retained  in  current  files  for 
one  year,  then  retired  to  a  Federal  Records  Center  for  destruction 
after  four  years. 

System  manager! s)  and  address:  Headquarters.  DCAA.  Executive 
Officer 

Regional  Managers,  DCAA 

Chiefs  of  Field  Audit  Offices 

Official  addresses  arc  in  the  Department  of  Defense  directory  in 
the  appendix  to  DCAA’s  systems  notice. 

Notification  procedure:  Information  may  be  obtained  from: 
Executive  Officer 
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Defense  Contract  Audit  Agency,  Bldg.  4,  Room  4C346 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-7319 
Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Executive  Officer,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  and  the  current  address  and  telephone  number.  Visits 
are  limited  to  the  Executive  Office,  Cameron  Station.  Alexandria. 
VA  22314. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  in  the  file. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  contents  and  appealing  initial  determinations  may  be  obtained 
from  the  SYSMANAGER. 

Record  source  categories:  Correspondence  originating  in  the  Con¬ 
gress,  in  the  staff  offices  of  DCAA  and  other  Federal  agencies:  notes 
and  documents  collected  in  the  process  of  formulating  a  reply. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  311.3 

System  name:  311.3  Applicant  Supply  File  Index 
System  location:  Personnel  Office  of  Headquarters,  DCAA  and 
each  region  maintaining  an  applicant  supply  file. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA’s  systems  notice 
Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  applied  for  employment  at  the  respective  organizational  ele¬ 
ments  at  which  the  application  is  retained. 

Categories  of  records  in  the  system:  Card  index  showing  location  of 
applitions  which  are  filed  elsewhere  by  job  category  and  date  of 
receipt. 

Authority  for  maintenance  of  the  system:  5  USC  301;  10  USC  133; 
44  USC  2901;  Appendix  A,  Chapter  333.  Federal  Personnel  Manual 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  identify  and  locate  the 
applications  on  file 

Used  by  the  staff  of  the  Personnel  office  to  quickly  locate  applica¬ 
tions  in  the  applicant  supply  file;  maintain  inventory  of  applicant 
supply  file. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  the  Department 
of  Justice  or  to  law  enforcement  or  investigatory  authorities  for  in¬ 
vestigation  and  possible  criminal  piosecution.  civil  court  action,  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  index  is  a  card  file  maintained  in  a  file  box 
Rctrievability:  Filed  by  name,  alphabetically 

Safeguards:  Under  control  of  Personnel  office  staff  during  duty 
hours:  building  or  office  area  locked  during  nonduty  hours. 

Retention  and  disposal:  Destroyed  when  application  to  which  it  per¬ 
tains  is  removed  from  applicant  supply  file. 

System  inanager(s)  and  address:  Director  of  Personnel.  Headquar¬ 
ters.  IK'AA;  Personnel  offices  at  regional  headquarters:  addresses  in 
Agency  directory. 

Notification  procedure:  Requests  for  information  should  be  sent  or 
made  to  the  SYSMANAGER  of  the  office  to  which  the  application 
was  submitted. 

Written  requests  must  include  the  individuals'  full  name,  current 
address,  and  telephone  number. 

Individual  may  visit  office  of  the  SYSMANAGER 
For  personal  visits,  individuals  must  be  able  to  furnish  positive 
identification. 

Record  access  procedures:  Individuals  may  obtain  information  on 
access  to  records  by  communicating  with  the  SYSMANAGER  where 
application  was  submitted. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Records 
Administrator.  Defense  Contract  Audit  Agency.  Cameron  Station. 
Alexandria.  VA  22314. 

Record  source  categories:  Information  comes  from  the  application 
submitted  lyy  the  individual.  EXEMPTIONS  NONE 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 


RDCAA  311.4 

System  name:  311.4  Applicant  correspondence 
System  location:  At  those  regions  maintaining  alphabetical  file  of 
correspondence  with  applicants. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA’s  system’s  notice. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  made  application  for  or -inquiry  concerning  employment 
Categories  of  records  in  the  system:  Correspondence  between  the 
applicant  or  inquirier  and  the  regional  Personnel  office. 

Authority  for  maintenance  of  the  system:  5USC  301 :  10  USC  133:  44 
USC  2901;  Chapter  333.  Federal  Personnel  Manual 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  record  is  used  to  pro¬ 
vide  continuity  in  corresponding  with  individuals  regarding  employ¬ 
ment:  to  maintain  complete  package  in  conjunction  with  applicant 
supply  file;  for  use  in  following  up  on  applicants. 

May  be  used  by  Personnel  office  staff  for  responding  to  correspon¬ 
dence  or  applications;  for  following  up  on  applicants:  as  part  of 
referral  to  management  officials  for  consideration  of  the  applicant. 
Management  officials  who  consider  the  applicants  for  employment. 
Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  the  Department 
of  Justice  or  to  law  enforcement  or  investigatory  authorities  for  in¬ 
vestigation  and  possible  criminal  prosecution,  civil  court  action,  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  record  in  file  folder 
Rctrievability :  Filed  alphabetically  by  name 

Safeguards:  Under  control  of  Personnel  office  staff  during  duty 
hours:  building  locked  during  nonduty  hours 

Retention  and  disposal:  Destroyed  when  application  to  which  it  per¬ 
tains  is  removed  from  applicant  supply  file 
System  managers)  and  address:  Personnel  officer  of  regions  main¬ 
taining  such  file 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  IX’AA’s  system’s  notice. 

Notification  procedure:  Information  may  be  obtained  from  the 
SYSMANAGER  of  the  region  to  which  application  or  inquiry  has 
been  submitted. 

Written  requests  must  include  the  individuals’  full  name,  current 
address,  and  telephone  number 

Individual  may  visit  the  Personnel  office  of  the  region  to  which  ap¬ 
plication  or  inquiry  was  submitted. 

For  personal  visits,  individual  must  be  able  to  furnish  positive 
identification. 

Record  access  procedures:  Individual  may  obtain  information  on  ac¬ 
cess  to  records  by  communicating  with  the  SYSMANAGER  where 
application  or  inquiry  was  submitted. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Records 
Administrator.  Defense  Contract  Audit  Agency.  Cameron  Station. 
Alexandria.  VA  22314. 

Record  source  categories:  Correspondence  from  applicants  and 
response  thereto 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RIH’AA  315.10 

System  name:  315.10  E  xecutive  Development  Program 

System  location:  Personnel  Division.  HQ  DCAA:  Personnel  Office. 
Regions 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA’s  systems  notice 

Categories  of  individuals  covered  by  the  system:  IX'AA  Auditor  em¬ 
ployees.  GS-13  and  above  who  have  been  approved  as  participants  in 
the  DCAA  Executive  Development  Program. 

Categories  of  records  in  the  system:  Correspondence  regarding 
nomination  and  selection  for  Executive  Development  Program:  As¬ 
sessment  of  Promotion  Potential:  Assessment  for  Specific  Positions: 
Auditor  Performance  Evaluation:  Availability  Statement:  SI-171: 
DCAAF  1435-1.  DCAA  Executive  Development  Program:  Executive 
Development  Plan. 

Authority  for  maintenance'  of  the  system:  5  USC  301:  10  USC  133. 
44  USC  290! :  Fderal  Personnel  Manual.  Chapter  412 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  collected  to 
determine  employee  qualification  for  participation  in  EDP;  consider 
for  promotion,  developmental  or  mission-requirement  reassignment; 
monitor  training  and  development;  record  stated  availability. 

Personnel  staff  members;  members.  Career  Management  Board, 
Executive  Manpower  Resources  Board;  involved  management  offi¬ 
cials. 

Personnel  Staff:  Receipt,  filing;  preparation  of  submission  to  Ex¬ 
ecutive  Manpower  Resources  Board;  rating  and  ranking;  surveys 
nomination  for  training;  Career  Management  Board/Executive  Man¬ 
power  Resources  Board:  Consideration  of  individual  for  the  program; 
promotion,  reassignment;  review  of  training  plan;  progress.  Involved 
management  officials:  evaluating,  assessing,  nominating,  considering 
for  assignment,  reassignment,  promotion,  recognition. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  the  Department 
of  Justice  or  to  law  enforcement  or  investigatory  authorities  for  in¬ 
vestigation  and  possible  criminal  prosecution.  Civil  court  action  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 
Retrievability:  By  name.  Alphabetically 

Safeguards:  Files  under  surveillance  of  Personnel  Office  staff  dur¬ 
ing  duty  hours;  building  secure  and  guarded  during  nonduty  hours. 

Retention  and  disposal:  Retained  in  Executive  Development  Pro¬ 
gram  file  during  individuals  retention  in  the  Program.  Transferred  to 
Official  Personnel  Folder  upon  release  from  program.  Destroyed 
upon  separation  from  Agency. 

System  manager(s)  and  address:  Chairman,  Executive  Manpower 
Resources  Board,  HQ  DC  A  A 

Notification  procedure:  Information  may  be  obtained  from 
SYSMANAGER 

Written  requests  should  contain  individual's  full  name,  current  ad¬ 
dress,  telephone  number,  and  office  of  assignment. 

Individuals  may  visit  the  office  of  the  SYSMANAGER. 

For  personal  visit,  individual  must  furnish  positive  identification. 
Record  access  procedures:  Individuals  may  obtain  information  on 
access  to  records  by  communicating  with  the  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Records 
Administrator,  Defense  Contract  Audit  Agency,  Cameron  Station, 
Alexandria,  VA  22314 

Record  source  categories:  Individual 

Regional  Manager 

Supervisor 

EMRB,  Chairman 

Director 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  315.11 

System  name:  315.11  Career  Files 

System  location:  Headquarters.  DC  A  A.  Personnel  Division;  Person¬ 
nel  Division,  each  regional  headquarters. 

Official  mailing  addresses  arc  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA’s  system  notice 

Categories  of  individuals  covered  by  the  svstem:  Employees  of 
DCAA: 

At  Headquarters,  DCAA.  GS-12  and  above 
At  regional  headquarters,  all  employees  of  the  respective  regions 
Categories  of  records  in  the  system:  File  contains  copies  of  Per¬ 
formance  Evaluations,  Assessments  of  Promotion  Potential;  SF  171, 
Employee  Qualification  Record:  Individual  Employee  Inventory 
Record;  Experience  Resume:  Records  of  Training;  copies  of  letters 
of  commendation  and  appreciation;  Official  Performance  Ratings: 
Report  of  Professional  Activities;  Auditor  Progress  Report;  Auditors' 
Availability  Statement. 

Authority  for  maintenance  of  the  system:  5  USC  301;  10  USC  133; 
44  USC  2901;  Federal  Personnel  Manual,  Chapter  335 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  the  Executive 
Manpower  Resources  Board,  Career  Management  Boards,  and 
management  officials  with  necessary  career  progression  and  develop¬ 
ment  information  to  make  decisions  on  personnel  actions  regarding 
the  individual 


Material  in  the  Career  Files  is  made  available  to  members  of  the 
Executive  Manpower  Resources  Board.  Career  Management  Board, 
and  management  officials  involved  in  making  personnel  action  deci¬ 
sions  regarding  the  individual  employee. 

The  material  is  used  in  connection  with  developing  training  plans 
for  employees,  rating  and  ranking  for  promotion,  determining  career 
development  reassignments;  as  a  basis  for  recognition. 

Other  routine  uses  would  include  disclosure  to  other  Department 
of  Defense  components,  the  Civil  Service  Commission,  the  Depart¬ 
ment  of  Justice  or  to  law  enforcement  or  investigatory  authorities  for 
investigation  and  possible  criminal  prosecution,  civil  court  action,  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed:  At  Headquarters.  DCAA.  by  region,  by 
grade,  auditor,  administrative,  alphabetically;  At  regions:  by  grade, 
alphabetically:  by  FAO.  by  grade,  auditor,  administrative,  alphabeti¬ 
cally. 

Safeguards:  Stored  in  file  cabinets  under  constant  surveillance  of 
Personnel  Office  Staff  during  duty  hours;  cabinet  locked  during  non¬ 
duty  hours;  buildings  locked  and  guarded  during  nonduty  hours. 

Retention  and  disposal:  Files  arc  retained  during  tenure  of  the  em¬ 
ployee  concerned. 

System  manager(s)  and  address:  Director  of  Personnel.  Headquar¬ 
ters,  DCAA 

Chief.  Personnel  Divisions,  all  regions,  DCAA 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  Appendix  to  DCAA’s  system’s  notice. 

Notification  procedure:  Information  may  be  obtained  from  the 
SYSMANAGER  of  the  respective  region. 

Written  requests  for  information  should  contain  individual’s  full 
name,  current  address,  telephone  number.  General  Service  grade, 
and  office  of  assignment. 

For  personal  visits,  individual  must  furnish  positive  identification. 

Requestor  may  visit  the  servicing  personnel  office  to  determine 
whether  the  system  contains  information  pertaining  to  him/her.  Offi¬ 
cial  mailing  addresses  arc  in  the  Department  of  Defense  directory  in 
the  appendix  to  DCAA’s  system’s  notice. 

Individual  may  visit  any  DCAA  personnel  office  which  provides 
personnel  services  to  the  individual  or  to  the  personnel  office. 
Headquarters.  DCAA,  if  GS-12  or  above. 

Record  access  procedures:  Individuals  may  obtain  information  on 
access  to  records  by  communicating  with  the  SYSMANAGER. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Records 
Administrator,  Defense  Contract  Audit  Agency.  Cameron  Station. 
Alexandria.  VA  22314 

Record  source  categories:  Former  and  present  supervisory  person¬ 
nel;  individual  concerned:  personnel  office:  Defense  Contract  Audit 
Institute;  Automatic  Data  Processing-Personnel  Inventory  Systems: 
persons  writing  commendations  and  favorable  communications. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  322.7 

System  name:  110.8  Students  and  Instructors 

System  location:  All  DCAA  offices.  Official  mailing  addresses  arc 
in  the  Department  of  Defense  directory  in  the  appendix  to  DCAA's 
systems  notice. 

Categories  of  individuals  covered  by  the  system:  Any  individual  w  ho 
has  been  a  student  or  instructor  for  anv  training  courses  sponsored 
by  DCAA. 

Categories  of  records  in  the  system:  Documents  relating  to  applica¬ 
tions  and  selections  of  students  and  guest  instructors  for  DCAA- 
sponsored  training  courses. 

Authority  for  maintenance  of  the  svstem:  J.  USC  301:  10  USC  133: 
44  USC  2901.  et.  scq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  staff  providing  the 
training,  or  offices  involved  in  the  review  process  of  training  spon¬ 
sored  by  DCAA. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  the  Department 
of  Justice  or  to  law  enforcement  or  investigatory  authorities  for  in¬ 
vestigation  and  possible  criminal  prosecution,  civil  court  action,  or 
regulatory  order. 
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Policies  and  practices  fur  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  These  records  are  filed  by  course  title,  then  by 
name  of  individual  participants. 

Safeguards:  Files  are  under  staff  supervision  during  duty  hours; 
buildings  arc  locked  and/or  guarded  by  security  guards  during  non- 
duty  hours. 

Retention  and  disposal:  These  files  are  destroyed  after  two  years. 
System  manager(s)  and  address:  Deputy  for  Resources  Manage¬ 
ment,  Headquarters,  DCAA 
Deputy  for  Audit  Management,  Headquarters,  DCAA 
Regional  Managers,  DCAA  _ 

Chiefs,  Field  Audit  Offices,  DCAA 

Manager,  Defense  Contract  Audit  Institute,  Memphis,  Tennessee 
Official  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  DCAA’s  systems  notice. 

Notification  procedure:  Information  may  be  obtained  from 
SYSMANAGF.RS 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  SYSMANAGF1R  of  office  concerned. 

Written  requests  should  contain  the  full  name,  address,  and 
telephone  number  of  the  individual.  Visits  are  limited  to  those  offices 
listed  in  the  Department  of  Defense  directory  in  the  appendix  to 
DCAA’s  systems  notice. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license,  employee  identifi¬ 
cation  card. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314 
Record  source  categories:  Correspondence  originating  in  any  DCAA 
office  sponsoring  training  courses,  from  students  and  instructors  of 
courses. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  341.6 

System  name:  341 .6  Letters  of  Commendation  and  Appreciation 
System  location:  All  DCAA  Offices.  Official  mailing  addresses  arc 
in  the  Department  of  Defense  directory  in  the  appendix  to  DCAA’s 
systems  notice. 

Categories  of  individuals  covered  by  the  system:  DCAA  employees 
Categories  of  records  in  the  system:  Files  contain  copies  of  letters 
of  commendation  and  appreciation  received  about  DCAA  employees; 
copies  of  letters  recognizing  length  of  service,  pending  retirement, 
and  similar  accomplishments. 

Authority  for  maintenance  of  the  system:  5  USC  301;  10  USC  133; 
44  USC  2901 ,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  staff  responsible 
for  acknowledging  or  forwarding  such  letters  to  the  employee. 

The  official  copy  of  a  letter  of  commendation  is  filed  in  the  em¬ 
ployee’s  Official  Personnel  File,  which  may  be  released  to  other 
government  agencies  or  to  law  enforcement  or  investigatory  authori¬ 
ties  for  investigation  and  possible  criminal  prosecution,  civil  court  ac¬ 
tion,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 
Retrievability:  These  records  are  filed  chronologically. 

Safeguards:  Files  are  under  staff  supervision  during  duty  hours; 
buildings  arc  locked  and/or  guarded  by  security  guards  during  non¬ 
duty  hours. 

Retention  and  disposal:  The  official  personnel  file  copy  is  retained 
during  tenure  of  the  employee. 

Other  copies  are  destroyed  after  two  years. 

System  manager(s)  and  address:  Deputy  for  Resources  Manage¬ 
ment,  Headquarters,  DCAA 
Deputy  for  Audit  Management,  Headquarters,  DCAA 
Regional  Managers.  DCAA 
Chiefs  of  Field  Audit  Offices,  DCAA 

Official  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  DCAA’s  systems  notice. 

Notification  procedure:  Information  may  be  obtained  from 
SYSMANAGER. 


Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  SYSMANAGER  of  office  concerned. 

Written  requests  should  contain  the  full  name,  address,  and 
telephone  number  of  the  individual.  Visits  are  limited  to  those  offices 
listed  in  the  Department  of  Defense  directory  in  the  appendix  to 
DCAA’s  systems  notice. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license,  employee  identifi¬ 
cation  card. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator,  Defense  Contract  Audit  Agency. 
Cameron  Station,  Alexandria.  VA  22314. 

Record  source  categories:  Correspondence  originated  by  any  office, 
or  individual  sending  a  letter  of  commendation  or  appreciation  about 
a  DCAA  employee. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  358.1 

System  name:  358.1  General  EEO  Files 
System  location:  Primary  System-office  of  EEO  Counselors 
throughout  DCAA  Official  Mailing  addresses  are  in  the  DoD  Directo¬ 
ry  in  the  Appendice  to  the  DCAA  Systems  Notices 
Decentralized  Segments-Office  of  EEO  Officer,  HQ.  DCAA:  Of¬ 
fice  of  Counsel.  HQ.  DCAA;  Regional  EEO  Officer  in  Region  where 
complaint  arose 

Categories  of  individuals  covered  by  the  system:  Any  civilian  em¬ 
ployee  of  DCAA  who  has  contacted  an  P2EO  Counselor  regarding 
any  form  of  discrimination  against  them  by  any  organizational  level 
of  DCAA 

Categories  of  records  in  the  system:  CSC  Form  894,  Complaint  of 
Discrimination  in  the  Federal  Government;  affivadits;  EEO  Coun¬ 
selor’s  Report;  correspondence  between  Counselor  and  local  offices 
of  DCAA 

Authority  for  maintenance  of  the  system:  EF'O  Act  of  1962  as  imple¬ 
mented  by  CSC  Federal  Personnel  Manual  Chapter  713 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  EEO  Counselor:  Regional 
EEO  Officer;  EEO  Officer,  HQ.  DCAA;  Counsel,  HQ.  DCAA;  may 
be  disclosed  to  any  component  of  DoD,  Department  of  Justice  and 
CSC 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  alphabetically  by  last  name  of  complainant 
Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Destroy  after  2  years. 

System  manager(s)  and  address:  EEO  Counselor  concerned:  Re¬ 
gional  EF'O  Officer;  EEO  Officer,  HQ.  DCAA 

Notification  procedure:  Information  may  be  obtained  from: 

EEO  Officer 
HQ, DCAA 
Room  4C346 
Cameron  Station 
Alexandria,  Virginia  22314 
Telephone:  202-274-7319 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  EEO  Officer,  DCAA,  Cameron  Station.  Alexandria.  VA 
22314 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  present  or 
former  DCAA  office. 

Visits  are  limited  to  EEO  Office.  Headquarters,  DCAA.  Room 
4C346.  Cameron  Station,  Alexandria,  VA  22314 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office's 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  with  his  ’case’  folder. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
EEO  Officer,  HQ.  DCAA,  Cameron  Station.  Alexandria,  VA  22314 
Record  source  categories:  Letters  from  complainant;  affivadits  of 
supervisors  and  others  knowledgeable  of  circumstances  surrounding 
complaint;  other  correspondence  relative  to  complaint. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
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RDCAA  358.21 

System  name:  358.21  hl:C)  Complaints  Resolved  by  DCAA 
System  location:  Primary  System-Office  of  EEO  Officer,  HQ, 
DCAA  Official  Mailing  addresses  are  in  the  DoD  Directory  in  the 
Appendice  to  the  DCAA  Systems  Notices 
Decentralized  Segments-Office  of  Counsel.  HQ,  DCAA;  Regional 
EEO  Officer  in  Region  where  complaint  arose 
Categories  of  individuals  covered  by  the  system:  Any  civilian  em¬ 
ployee  of  DCAA  who  has  brought  an  EEO  complaint  against  any  or¬ 
ganizational  level  of  DCAA. 

Categories  of  records  in  the  system:  CSC  Form  894,  Complaint  of 
Discrimination  in  the  Federal  Government;  Affivadits;  EEO  Coun¬ 
selor’s  report;  Investigator's  Report;  transcript  and  other  documents 
relating  to  the  hearing;  correspondence  between  all  echelons  of 
DCAA  concerning  this  complaint;  inter  and  intra  agency  correspon¬ 
dence. 

Authority  for  maintenance  of  the  system:  EEO  Act  of  1962;  US 
Civil  Service  Commission  Federal  Personnel  Manual  Chapter  713 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Director.  DCAA:  EEO  Of¬ 
ficer,  HQ.  DCAA;  Counsel.  HQ,  DCAA;  Dir.  of  personnel,  HQ, 
DCAA,  Regional  Manager  in  Region  of  Complaint:  may  be  disclosed 
to  any  component  of  DoD,  Department  of  Justice,  and  Civil  Service 
Commission. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  complainant. 
Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Destroy  7  years  after  final  adjustment. 
Records  are  retained  in  active  file  until  end  of  calendar  year  in  which 
complaint  was  settled,  held  one  additional  year  in  inactive  file  and 
subsequently  retired  to  Washington  National  Records  Center. 

System  managers)  and  address:  FIFO  Officer,  HQ,  DCAA: 
Cameron  Station.  Alexandria,  VA.  22314 

Notification  procedure:  Information  may  be  obtained  from: 

EEO  Officer 
HQ,  DCAA 
Room  4C346 
Cameron  Station 
Alexandria.  Virginia  22314 
Telephone:  202-274-7319 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  EEO  Officer.  DCAA.  Cameron  Station.  Alexandria.  VA 
22314 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  present  or 
former  DCAA  office. 

Visits  are  limited  to  EEO  Office,  Headquarters,  DCAA.  Room 
4C346,  Cameron  Station,  Alexandria,  VA  22314 
For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is.  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  with  his  ’case'  folder. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  irutial  determinations  may  be  obtained  from 
EEO  Officer,  HQ,  DCAA.  Cameron  Station.  Alexandria.  VA  22314 
Record  source  categories:  Letters  from  complainant:  affivadits  of 
supervisors  and  others  knowledgeable  of  circumstances  surrounding 
complaint;  correspondence  between  all  echelons  of  DCAA  concern¬ 
ing  the  complaint;  interagency  and  intraagency  correspondence. 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  358.22 

System  name:  358.22  EEO  Cases  resolved  by  CSC. 

System  location:  Primary  System-Office  of  EEO  Officer.  HQ. 
DCAA  Official  Mailing  addresses  are  in  the  DoD  Directory  in  the 
Appendice  to  the  DCAA  Systems  Notices 
Decentralized  Segments-Office  of  Counsel.  HQ,  DCAA:  Regional 
EEO  Officer  in  Region  where  complaint  arose 
Categories  of  individuals  covered  by  the  system:  Any  civilian  em¬ 
ployee  of  DCAA  who  has  brought  an  EEO  complaint  against  any  or¬ 
ganizational  level  of  DCAA. 


Categories  of  records  in  the  system:  CSC  Form  894,  Complaint  of 
Discrimination  in  the  Federal  Government;  Affivadits:  EEO  Coun¬ 
selor’s  report;  Investigator’s  Report;  transcript  and  other  documents 
relating  to  the  hearing,  correspondence  between  all  echelons  of 
DCAA  concerning  this  complaint;  inter  and  intra  agency  correspon¬ 
dence. 

Authority  for  maintenance  of  the  system:  EEO  Act  of  1962:  US 
Civil  Service  Commission  Federal  Personnel  Manual  Chapter  713 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Director.  DCAA:  EEO  Of¬ 
ficer,  HQ.  DCAA;  Counsel.  HQ,  DCAA:  Dir  of  Personnel.  HQ. 
DCAA.  Regional  Manager  in  Region  of  Complaint,  may  be  disclosed 
to  any  component  of  DoD.  Department  of  Justice,  and  Civil  Service 
Commission. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  complainant. 
Safeguards:  Buildings  employ  security  guards.  Records  arc  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  According  to  USCSC  records  schedule 
System  managertsi  and  address:  EEO  Officer.  HQ.  DCAA: 
Cameron  Station,  Alexandria.  VA.  22314 

Notification  procedure:  Information  may  be  obtained  from: 

EEO  Officer 
HQ.  DCAA 
Room  4C346 
Cameron  Station 
Alexandria.  Virginia  22314 
Telephone:  202-274-7319 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  EEO  Officer,  DCAA,  Cameron  Station.  Alexandria.  VA 
22314 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  present  or 
former  DCAA  office. 

Visits  are  limited  to  EEO  Office.  Headquarters,  DCAA.  Room 
4C346,  Cameron  Station,  Alexandria,  VA  22314 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is.  drivers  license,  employing  office's 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  with  his  ’case’  folder. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
EEO  Officer,  HQ.  DCAA.  Cameron  Station.  Alexandria.  VA  22314. 

Record  source  categories:  Letters  from  complainant:  affivadits  of 
supervisors  and  others  knowledgeable  of  circumstances  surrounding 
complaint;  correspondence  between  all  echelons  of  DCAA  concern¬ 
ing  the  complaint;  interagency  and  intraagenev  correspondence. 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  358.23 

System  name:  358.23  Other  copies  of  EEO  Complaint  Case  files 
System  location:  Primary  System-Office  of  EEO  Officer.  HQ. 
DCAA  Official  Mailing  addresses  are  in  the  DoD  Directory  in  the 
Appendice  to  the  DCAA  Systems  Notices 
Decentralized  Segments-Office  of  Counsel.  HQ.  DCAA:  Regional 
EEO  Officer  in  Region  where  complaint  arose 
Categories  of  individuals  covered  by  the  system:  Any  civilian  em¬ 
ployee  of  DCAA  who  has  brought  an  EEO  complaint  against  any  or¬ 
ganizational  level  of  DCAA. 

Categories  of  records  in  the  system:  CSC  Form  894.  Complaint  of 
Discrimination  in  the  Federal  Government:  Affivadits:  EEO  Coun¬ 
selor's  report;  Investigator's  Report;  transcript  and  other  documents 
relating  to  the  hearing:  correspondence  between  all  echelons  of 
DCAA  concerning  this  complaint;  inter  and  intra  agency  correspon¬ 
dence. 

Authority  for  maintenance  of  the  system:  EEO  Act  of  1962;  US 
Civil  Service  Commission  Federal  Personnel  Manual  Chapter  713 
Director,  DCAA;  EEO  Officer,  HQ.  DCAA;  Counsel,  HQ.  DCAA; 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Dir.  of  Personnel.  HQ. 
DCAA.  Regional  Manager  in  Region  of  Complaint:  may  be  disclosed 
to  any  component  of  DoD.  Department  of  Justice,  and  Civil  Service 
Commission. 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  complainant. 
Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Destroy  after  1  year 

System  manager(s)  and  address:  EEO  Officer,  HQ,  DCAA; 
Cameron  Station,  Alexandria,  Va.  22314 
Notification  procedure:  Information  may  be  obtained  from: 

EEO  Officer 
HQ,  DCAA 
Room  4C346 
Cameron  Station 
Alexandria,  Virginia  22314 
Telephone:  202-274-7319 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  EEO  Officer,  DCAA,  Cameron  Station,  Alexandria,  VA 
22314 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  present  or 
former  DCAA  office. 

Visits  are  limited  to  EEO  Office,  Headquarters,  DCAA,  Room 
4C346,  Cameron  Station,  Alexandria,  VA  22314 
For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  with  his  'case'  folder. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
EEO  Officer,  HQ,  DCAA,  Cameron  Station,  Alexandria,  VA  22314. 

Record  source  categories:  Letters  from  complainant;  affivadits  of 
supervisors  and  others  knowledgeable  of  circumstances  surrounding 
complaint;  correspondence  between  all  echelons  of  DCAA  concern¬ 
ing  Uie  complaint;  interagency  and  intraagency  correspondence. 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  358.24 

System  name:  358.24  EEO  Background  Documents  not  included  in 
case  files. 

System  location:  Primary  System-Office  of  EEO  Officer,  HQ, 
DCAA  Official  Mailing  addresses  are  in  the  DoD  Directory  in  the 
Appendice  to  the  DCAA  Systems  Notices 
Decentralized  Segments-Office  of  Counsel,  HQ,  DCAA;  Regional 
EEO  Officer  in  Region  where  complaint  arose 
Categories  of  individuals  covered  by  the  system:  Any  civilian  em¬ 
ployee  of  DCAA  who  has  brought  an  EpO  complaint  against  any  or¬ 
ganizational  level  of  DCAA. 

Categories  of  records  in  the  system:  CSC  Form  894,  Complaint  of 
Discrimination  in  the  Federal  Government;  Affivadits;  EEO  Coun¬ 
selor’s  report;  Investigator’s  Report;  transcript  and  other  documents 
relating  to  the  hearing;  correspondence  between  all  echelons  of 
DCAA  coceming  this  complaint;  inter  and  intra  agency  correspon¬ 
dence. 

Authority  for  maintenance  of  the  system:  EEO  Act  of  1962;  US 
Civil  Service  Commission  Federal  Personnel  Manual  Chapter  713 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Director,  DCAA;  EEO  Of¬ 
ficer,  HQ,  DCAA;  Counsel,  HQ,  DCAA;  Dir.  of  Personnel,  HQ, 
DCAA,  Regional  Manager  in  Regioh  of  Complaint;  may  be  disclosed 
to  any  component  of  DoD,  Department  of  Justice,  and  Civil  Service 
Commission. 

Policies  and  practices  for  storing;  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  complainant. 
Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Destroy  3  years  after  final  adjustment 
System  manager(s)  and  address:  EEO  Officer,  HQ,  DCAA; 
Cameron  Station,  Alexandria,  Va.  22314 

Notification  procedure:  Information  may  be  obtained  from: 

EEO  Officer 
HQ,  DCAA 


Room  4C346 
Cameron  Station 
Alexandria,  Virginia  22314 
Telephone:  202-274-7319 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  EEO  Officer,  DCAA,  Cameron  Station,  Alexandria,  VA 
22314 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  present  or 
former  DCAA  office. 

Visits  are  limited  to  EEO  Office,  Headquarters,  DCAA,  Room 
4C346,  Cameron  Station,  Alexandria,  VA  22314 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  with  his  ’case’  folder. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
EEO  Officer,  HQ,  DCAA,  Cameron  Station,  Alexandria,  VA  22314. 

Record  source  categories:  Letters  from  complainant;  affivadits  of 
supervisors  and  others  knowledgeable  of  circumstances  surrounding 
complaint;  correspondence  between  all  echelons  of  DCAA  concern¬ 
ing  the  complaint;  interagency  and  intraagency  correspondence. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  358.3 

System  name:  358.3  Grievance  &  Appeal  Files 

System  location:  Grievances  by  HQ  employees;  Personnel  Division, 
HQ  DCAA 

Grievance  by  field  employees;  Personnel  Division  of  region  of 
origin. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA’s  system’s  notice. 

Categories  of  individuals  covered  by  the  system:  Employees  who 
have  filed  formal  grievances  pursuant  to  Chapter  58,  DCAAM  1400.1. 

Categories  of  records  in  the  system:  The  written  grievance;  assign¬ 
ment  of  examiner;  statements  of  witnesses;  written  summary  of  in¬ 
terviews;  written  summary  of  group  meetings;  transcript  of  hearing  if 
one  held;  correspondence  relating  to  the  grievance  and  conduct  of 
the  inquiry;  exhibits;  evidence;  transmittal;  decision. 

Authority  for  maintenance  of  the  system:  5  USC  301;  10  USC  133; 
44  USC  2901  ;Part  771,  Civil  Service  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  of  the 
grievance  &  appeal  files  is  to  record  the  grievance  or  appeal,  the  na¬ 
ture  and  scope  of  inquiry  into  the  matter  being  aggrieved  or  appealed 
and  treatment  accorded  the  matter  by  management. 

Users  are  the  grievant  and  grievant’s  representative;  the  Examiner; 
the  Regional  Manager;  Personnel  Office  staff;  the  Deputy  for 
Resources  Management;  the  Director;  Counsel;  administrative  staff 
involved  in  typing  and  processing  the  grievance. 

The  employee  and  representative  is  furnished  a  copy  of  the  file  for 
review  and  comment  before  decision. 

The  Examiner  compiles  the  file  and  makes  a  Report  of  Findings 
and  Recommendations  based  on  the  file. 

The  Regional  Manager,  when  the  deciding  official,  reviews  the  file 
to  reach  a  decision. 

Personnel  Office  staff  may  review  the  file  to  prepare  a  brief  or 
write  a  decision  for  the  deciding  official;  The  Deputy  for  Resources 
Management  may  review  the  file  as  program  manager. 

The  Director  may  review  the  file  as  deciding  official. 

Administrative  staff  members  are  involved  in  the  physical  handling 
and  processing  of  the  grievance  such  as  typing,  copying,  transmitting. 

Counsel  may  review  file  in  making  legal  determinations. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  the  Department 
of  Justice  or  to  law  enforcement  or  investigatory  authorities  for  in¬ 
vestigation  and  possible  criminal  prosecution,  civil  court  action  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  regaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  stored  in  tyable  jackets  in  file  cabinets  or 
open  shelf  files. 

Retrievability:  Grievance  files  are  filed  by  name  alphabetically. 

Safeguards:  Grievance  files  are  under  surveillance  of  Personnel  Of¬ 
fice  staff  during  duty  hours.  During  nonduty  hours,  the  building  is 
locked  and  under  guard. 
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Retention  and  disposal:  Each  case  file  is  retained  in  current  files 
for  7  years  after  the  case  is  closed,  then  destroyed. 

System  manager**)  and  address:  Director  of  Personnel,  HQ  DCAA 
Personnel  Officer  of  each  region 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA’s  system’s  notice. 

Notification  procedure:  Requests  for  information  should  be  made  to 
the  region  in  which  the  grievance  originated. 

Written  requests  should  contain  individual's  full  name,  current  ad¬ 
dress,  telephone  number  and  office  of  assignment. 

Individuals  may  visit  the  personnel  office  of  the  region  in  which 
the  grievance  was  filed. 

For  personal  visits,  individual  must  furnish  positive  identification. 
Information  will  be  at  the  Personnel  Office  of  the  Region  in  which 
the  grievance  originated  or  HQ  DCAA. 

Record  access  procedures:  Individuals  may  obtain  information  on 
access  to  records  by  communicating  in  writing  or  personally  with  the 
SYSMANAGER  or  Personnel  Officer  of  the  Region  of  record. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Records 
Administrator,  Defense  Contract  Audit  Agency,  Cameron  Station, 
Alexandria,  VA  22314. 

Record  source  categories:  GRIEVANT 
WITNESSES 

Exhibits  furnished  in  evidence  by  grievant  and  witnesses. 

Grievance  examiner 

Persons  interviewed  by  the  Examiner,  other  than  witnesses. 
Deciding  official  (decision) 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  371.1 

System  name:  371.1  Name  Files 
System  location:  Office,  Director  of  Personnel,  HQ  DCAA 
Categories  of  individuals  covered  by  the  system:  Civilian  employees 
of  DCAA  on  whom  copies  of  communicatons,  favorable  or  unfavora¬ 
ble,  have  been  received. 

Categories  of  records  in  the  system:  Copies  of  correspondence  con¬ 
cerning  the  employee  performance  and  conduct;  warning  notices  to 
the  employee;  reports  and  records  of  counseling;  copies  of  disciplina¬ 
ry  action  correspondence. 

Authority  for  maintenance  of  the  system:  SUSC  301;  10  (JSC  133;  44 
USC  2901  et  seq 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  file  serves  as  a  reposi¬ 
tory  of  material  furnished  by  field  activities  for  information  of  the 
HQ  staff.  It  is  retained  to  provide  continuity  of  knowledge  and  un¬ 
derstanding  of  long  term  matters  which  may  develop  into  adverse  ac¬ 
tions. 

Personnel  Office  Staff 
Employee  concerned 

Mangement  personnel  with  need-to-know. 

Director 
Deputy  Director 

Deputy  for  Resources  Management 
Deputy  for  Audit  Management 
Executive  Officer 
Counsel 

The  Personnel  Staff  for  maintaining  the  files;  advising  management 
on  appropriate  actions  and  taking  of  actions. 

The  employee  concerned,  to  be  aware  of  matter  and  act  on  the 
knowledge. 

Management  Personnel  in  evaluating  information;  initiating  actions. 
Director  in  order  to  be  aware  of  those  matters  which  could  affect 
the  agency;  initiate  action. 

Deputy  Director  to  be  aware  of  matters  which  could  affect  other 
Agency;  initiate  action  in  absence  of  Director. 

Deputy  for  Resources  Management  to  be  aware  of  matters  which 
could  affect  the  Agency;  initiate  actions  on  the  matter;  advise  Depu¬ 
ty  Director  and  Director. 

Deputy  for  Audit  Management  to  be  aware  of  matters  which  could 
affect  the  Agency;  initiate  actions;  advise  the  Deputy  Director  and 
Director. 

Other  routine  use  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  the  Department 
of  Justice,  or  to  law  enforcement  or  investigatory  authorities  for  in¬ 
vestigation  and  possible  criminal  prosecution,  civil  court  action  or 
regulatory  order. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Name  files  are  paper  records  stored  in  file  folders. 
RetrievabilUy:  Name  files  are  filed  alphabetically 
Safeguards:  Files  are  under  surveillance  of  Personnel  Office  staff 
during  duty  hours.  Building  is  locked  and  guarded  during  nonduty 
hours. 

Retention  and  disposal:  Files  are  retained  for  a  period  of  2  years 
after  separation  from  the  Agency. 

System  manageifs)  and  address:  Director  of  Personnel.  HQ  DCAA. 
Cameron  Station.  Alexandria,  VA  22314 

Notification  procedure:  Requests  for  information  should  be  sent  to 
the  SYSMANAGER. 

Written  requests  must  include  the  individuals  full  name,  current 
address,  telephone  number  and  office  of  assignment. 

Individual  may  visit  the  SYSMANAGER. 

For  personal  visits,  individual  must  furnish  positive  identification. 
Information  will  be  at  the  Office.  Director  of  Personnel.  HQ 
DCAA,  Cameron  Station,  Alexandria.  VA  22314. 

Record  access  procedures:  Individual  may  obtain  information  on  ac¬ 
cess  to  records  by  commuicating  in  writing  or  personally  with  the 
SYSMANAGER 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Records 
Administrator,  Defense  Contract  Audit  Agency,  Cameron  Station. 
Alexandria,  VA  22314. 

Record  source  categories:  Supervisory,  management  personnel 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  371.13 

System  name:  371.13  Official  Personnel  Folders 
System  location:  Office,  Director  of  Personnel.  HQ  DCAA 
Personnel  Office,  all  regions 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA’s  system’s  notice. 

Categories  of  individuals  covered  by  the  system:  Each  civilian  em¬ 
ployee  of  DCAA 

Categories  of  records  in  the  system:  Notifications  of  Personnel  Ac¬ 
tions;  appointment  documentation;  oath  of  office;  application;  payroll 
change  slips;  Official  Performance  Ratings;  records  of  training:  Let¬ 
ters  of  Commendation;  Records  of  awards  and  recognition:  health 
benefit  and  insurance  registration  and  changes  to  position  descrip¬ 
tions;  Notice  of  Ratings;  Service  computation;  designation  of 
beneficiary;  certificate  of  security  clearance;  SF-52s;  performance 
evaluations;  report  of  medical  examination;  employment  inquiries: 
correspondence  related  to  all  the  above. 

Authority  for  maintenance  of  the  system:  5  USC  301;  10  USC  133: 
44  USC  2901;  Federal  Personnel  Manual.  Chapter  296-31 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Files  arc  used  to  deter¬ 
mine  employee's  qualifications,  eligibilities  and  as  a  repository  for 
those  documents  and  records  pertaining  to  the  employee's  career, 
position,  salary  and  benefits. 

Files  are  used  by  the  Personnel  Office  staff  to  initiate,  effect 
and/or  record  personnel  actions;  pay  actions:  determine  qualifica¬ 
tions;  determine  eligibility;  as  basis  for  counseling  the  employee  re¬ 
garding  rights  entitlements. 

May  be  used  by  management  officials  and  boards  in  considering 
employees  for  assignment,  promotion,  training,  adverse  actions. 

May  be  used  by  Office  of  Council  in  advising  management  on  legal 
aspects  of  matters  involving  the  employee. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  other  Federal  departments  and  agencies,  the 
Civil  ervice  Commission,  the  Department  of  Justice  or  to  law  en¬ 
forcement  or  investigatory  authorities  for  investigation  and  possible 
criminal  prosecution,  civil  court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  bound  in  file  folder 
Retrievability:  Filed  by  name 

Safeguards:  Under  constant  surveillance  of  Personnel  Office  staff 
during  duty  hours;  stored  in  locked  cabinet  in  locked  and  guarded 
building  during  nonduty  hours. 

Retention  and  disposal:  Retained  during  tenure  of  the  employee; 
disposed  of  in  accordance  with  FPM,  Chapter  2%. 

System  manager(s)  and  address:  Director  of  Personnel.  HQ  DCAA 
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Personnel  Offices  at  each  region 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA’s  systems  notice. 

Notification  procedure:  Requests  for  information  should  be  ad¬ 
dressed  to  SYSMANAGER 

Written  requests  for  information  must  contain  individual's  full 
name,  current  address,  telephone  number,  GS  grade  and  office  of  as¬ 
signment. 

Individuals  may  visit  the  personnel  office  which  provides  person¬ 
nel  service  to  them. 

For  personal  visits,  individual  must  furnish  proper  credentials  and 
above  information  orally. 

Record  access  procedures:  A  personal  or  written  request  to  the 
SYSMANAGER 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Records 
Administrator,  Defense  Contract  Audit  Agency,  Cameron  Station, 
Alexandria,  VA  22314.  > 

Record  source  categories:  Employee;  Personnel  Offices;  former  and 
present  supervisory  personnel;  payroll  servicing  offices;  Civil  Service 
Commission;  training  and  education  institutions;  individuals  who  sub¬ 
mit  communications  concerning  the  employee. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  371.2 

System  name:  371 .2  Supervisor  Personnel  Records 

System  location:  Each  Field  Audit  Office  and  each  staff  office  at 
regional  headquarters  and  HQ  DCAA 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA’s  systems  notice 

Categories  of  individuals  covered  by  the  system:  Each  employee,  ex¬ 
cept  the  supervisor,  assigned  to  the  organizational  element. 

Categories  of  records  in  the  system:  Contains  information  relative  to 
the  individual  employee;  personnel  actions  in  progress;  copies  of 
position  descriptions;  copies  of  performance  evaluations,  assess¬ 
ments  of  promotion  potential,  progress  reports;  copies  of  correspon¬ 
dence  and  communications  relative  the  employee;  record  of  duty  as¬ 
signments;  record  of  leave  status. 

Authority  for  maintenance  of  the  system:  3  USC  301;  10  USC  133; 
44  USC  "2901;  Federal  Personnel  Manual,  Chapter  295 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  supervisors  as 
reference  or  reminder  of  past  actions;  as  basis  for  initiating  personnel 
actions  on  the  employee;  rotation  of  duty  assignments;  for  considera¬ 
tion  of  employees  separated  for  military  service  for  absentee  person¬ 
nel  actions;  monitor  leave  use 

Used  by  the  Supervisory  auditor  of  the  employee  concerned  for 
the  above  stated  purposes. 

Used  by  the  Field  Audit  Office  chief  for  the  above  purposes. 

Used  by  administrative  personnel  for  maintenance,  clearance  of 
obsolete  material,  extraction  of  statistical  data,  status  checks. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  the  Department 
of  Justice  or  to  law  enforcement  or  investigatory  authorities  for  in¬ 
vestigation  and  possible  criminal  prosecution,  civil  court  action,  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  by  name,  alphabetically 

Safeguards:  Under  control  of  office  staffs  during  duty  hours.  Work 
area  or  cabinet  locked  during  nonduty  hours. 

Retention  and  disposal:  Review  annually;  destroy  material  which 
has  been  superseded  or  is  no  longer  applicable;  destroy  entire  file  1 
year  after  transfer  or  separation  of  the  employee. 

System  managers)  and  address:  Each  flELD  Audit  Office  and  each 
staff  office  at  regional  headquarters  and  HQ  DCAA  addresses  are  in 
the  DOD  Directory  in  the  appendix  to  DCAA’s  systems  notice. 

Notification  procedure:  Requests  for  information  should  be  sent  or 
made  to  the  SYSMANAGER  of  that  organizational  element  to  which 
the  individual  is  assigned. 

Written  requests  must  include  the  individuals’  full  name,  current 
address,  telephone  number  and  office  of  assignment. 

Individual  may  visit  the  office  of  the  SYSMANAGER. 

For  personal  visits,  individual  must  furnish  positive  identification. 


Record  access  procedures:  Individuals  may  obtain  information  on 
access  to  records  by  communicating  with  their  current  supervisor. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Records 
Administrator,  Defense  Contract  Audit  Agency,  Cameron  Station, 
Alexandria,  VA  22314 
Record  source  categories:  Supervisors 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  371.5 

System  name:  371.5  Locator  Records 
System  location:  Office,  Director  of  Personnel,  HQ  DCAA, 
Cameron  Station,  Alexandria,  VA  22314 
Categories  of  individuals  covered  by  the  system:  Civilian  employees 
of  Hq  DCAA  and  Philadelphia  Region,  DCAA  located  in  the 
Washington  DC  metropolitan  area. 

Categories  of  records  in  the  system:  Employees  name,  office  room 
number,  telephone,  office  symbol,  home  address,  home  telephone 
number,  date  prepared,  spouse’s  name 
Authority  for  maintenance  of  the  system:  5  USC  301;  10  USC  133; 
44  USC  2901 ,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Ready  reference  of  em¬ 
ployee  home  address  and  telephone  number 
Copy  furnished  to  Office  of  Director  and  Deputy  Director  for  busi¬ 
ness,  social  and  protocol  purposes. 

Copy  furnished  the  HQ  travel  office  which  uses  it  to: 

Furnish  home  telephone  number  to  air  carrier  when  booking  flights 
for  the  individual 

Estimating  local  travel  costs  from  home  address 
Dispatching  staff  cars  to  individual’s  home 
Planning  group  travel 

Copy  remains  in  Personnel  Office  for  use  in  responding  to  inqui¬ 
ries  regarding  employees  home  address,  telephone  number. 

Other  routine  use  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  the  Department 
of  Justice  or  to  law  enforcement  or  investigatory  authorities  for  in¬ 
vestigation  and  possible  criminal  prosecution,  civil  court  action,  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  3x5  card,  stored  in  index  card  box 
Retrievability:  Filed  by  name 

Safeguards:  Under  control  of  Personnel  Office  staff  during  duty 
hours.  Building  locked  and  guarded  during  nonduty  hours 
Retention  and  disposal:  Retained  until  separation  of  employee,  then 
destroyed. 

System  manager(s)  and  address:  Director  of  Personnel,  HQ  DCAA, 
Cameron  Station,  Alexandria,  VA  22314. 

Notification  procedure:  Information  may  be  obtained  from  the 
SYSMANAGER. 

Written  requests  for  information  must  include  individual’s  full 
name,  current  address,  telephone  number  and  office  of  assignment. 
Individual  may  visit  the  Office  of  the  SYSMANAGER 
For  personal  visit,  individual  must  furnish  positive  identification. 
Record  access  procedures:  A  personal  or  written  request  to  the 
SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314 
Record  source  categories:  Employee 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  371.7 

System  name:  371.7  Service  Record  File 
System  location:  Office,  Director  of  Personnel,  HQ  DCAA 
Personnel  Office,  each  region 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  Each  civilian  em¬ 
ployee  of  each  respective  appointing  office. 

Categories  of  records  in  the  system:  Current  information  regarding 
the  individual  employment  status,  chronology  of  personnel  actions 
showing  nature,  date,  position  title,  series  grade,  salary,  organization. 


FEDERAL  REGISTER  VOL  40,  NO.  1 60 -MONDAY,  AUGUST  18,  1975 


36036 


DEPARTMENT  OF  DEFENSE 


date  of  birth.  Social  Security  number,  retention  subgroup,  service 
computation  date  date  next  Within  Grade  Increase  due,  leave 
category  emergency  addressee. 

Authority  for  maintenance  of  the  system:  S  USC  301;  10  USC  133; 
44  USC  2901;  et  seq.  Federal  Personnel  Manual  Chapter  295 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  a  ready 
reference  on  actions  taken  during  the  employee’s  tenure  with  the  ap¬ 
pointing  office;  to  basic  information  for  periodic  actions  and  frequent 
reference;  position  control. 

Used  by  Personnel  office  staff  in  carrying  out  routine  personnel 
functions;  to  determine  various  items  of  information  concerning  in¬ 
dividuals  in  accomplishing  routine  functions;  schedule  periodic  ac¬ 
tions  such  as  within  grade  increases,  length  of  service  awards. 

May  be  used  by  management  officials  for  above  purposes  with 
respect  to  subordinates. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  the  Department 
of  Justice  or  to  law  enforcement  or  investigatory  authorities  for  in¬ 
vestigation  and  possible  criminal  prosecution,  civil  court  action  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Double  5x8  cards,  filed  in  Kardex  file. 

Retrievability:  Filed  by  organizational  element,  grade  and  name. 

Safeguards:  Under  surveillance  of  Personnel  Office  staff  during 
duty  hours:  locked  Kardex  file  in  locked  and  guarded  building  during 
nonduty  hours. 

Retention  and  disposal:  Placed  in  inactive  file  upon  separation  of 

employee. 

System  manager(s)  and  address:  Director  of  Personnel,  HQ  DCAA 

Personnel  Officer  at  each  region 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA’s  systems  notice. 

Notification  procedure:  Information  may  be  obtained  from 
SYSMANAGER  where  employed  or  formerly  employed. 

Written  requests  for  information  must  include  individual's  full 
name,  current  address,  telephone  number  and  office  of  assignment. 

Individuals  may  visit  the  Personnel  Office  of  the  region  in  which 
employed  or  formerly  employed. 

For  personal  visits,  individual  must  furnish  positive  identification. 

Record  access  procedures:  A  personal  or  written  request  to  the 
SYSMANAGER 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station.  Alexandria,  VA  22314 

Record  source  categories:  Former  and  present  employees;  Official 
Personnel  Folder;  personnel  actions. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  371.8 

System  name:  371.8  Inactive  Service  Records 

System  location:  Office,  Director  of  Personnel,  HQ  DCAA 

Personnel  Office,  each  region 

Official  mailing  addresses  arc  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  Each  former 
civilian  employee  of  each  respective  appointing  office 

Categories  of  records  in  the  system:  Information  regarding  the  in¬ 
dividual’s  status  during  employment;  chronology  of  personnel  action 
taken;  date  of  birth;  SSN;  retention  subgroup;  Service  Computation 
Date;  leave  category;  forwarding  address;  date  and  reason  for 
separation. 

Authority  for  maintenance  of  the  system:  Federal  Personnel  Manual. 
Chapter  295;  44  USC  2901  et  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Personnel  Of¬ 
fice  staff  to  respond  to  inquirees  regarding  former  employees;  reuse 
in  cases  of  reemployment  of  the  individual. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  other  Federal 
departments  or  agencies,  the  Department  of  Justice  or  to  law  en¬ 
forcement  or  investigatory  authorities  for  investigation  and  possible 
criminal  prosecution,  civil  court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 


Storage:  Double  5x8  cards,  filed  in  file  box. 

Retrievability:  Filed  by  name 

Safeguards:  Under  surveillance  of  Personnel  Office  staff  during 
duty  hours.  Building  locked  and  guarded  during  nonduty  hours. 

Retention  and  disposal:  Retained  for  3  years  after  separation  of  in¬ 
dividual,  then  destroyed. 

System  manager(s)  and  address:  Director  or  Personnel.  HQ  DCAA 

Personnel  Officer  at  each  region. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA's  systems  notice. 

Notification  procedure:  Information  may  be  obtained  from 
SYSMANAGER  where  formerly  employed. 

Written  request  for  information  must  include  individual’s  full 
name,  current  address,  telephone  number  and  office  of  former  as¬ 
signment. 

Individual  may  visit  the  Personnel  Office  of  the  region  in  which 
formerly  employed. 

For  personal  visits,  individual  must  furnish  positive  identification. 

Record  access  procedures:  A  personal  or  written  request  to  the 
SYSMANAGER 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator,  Defense  Contract  Audit  Agency. 
Cameron  Station.  Alexandria.  VA  22314. 

Record  source  categories:  Individual  concerned;  Official  Personnel 
Folder;  personnel  actions. 

Systems  exempted  from  certain  provisions  of  the  act:  NONH 
RDCAA  422.5 

System  name:  422.5  Disbursement  Vouchers 

System  location:  Accounting  Branch.  Financial  Management  Divi¬ 
sion.  Headquarters.  DCAA;  Financial  Management  Branches,  Finan¬ 
cial  and  Administrative  Services  Divisions.  DCAA  Regional  offices 
whose  addresses  are  in  the  DoD  directory  in  the  appendix  to 
DCAA’s  systems  notices. 

Categories  of  individuals  covered  by  the  system:  Headquarters  Ac¬ 
counting  Branch-All  civilian  employees  on  the  payroll  of  Headquar¬ 
ters.  DCAA. 

Regional  Financial  Management  Branches-All  civilian  employees 
on  the  payroll  of  the  respective  regional  office. 

Categories  of  records  in  the  system:  Time  and  Attendance  Auto¬ 
mated  Data  Processing  Detail  Edit,  which  includes  payroll  informa¬ 
tion  on  each  employee  such  as  employee  payroll  number,  social 
security  number,  service  computation  date,  basic  rate  of  pay.  number 
of  hours  worked,  gross  and  net  pay.  leave  earned  and  used,  all 
withholdings,  and  check  number  issued.  The  data  elements  vary  from 
DCAA  clement,  depending  on  the  data  issued  by  the  servicing  non- 
DCAA  payroll  office. 

Authority  for  maintenance  of  the  system:  5  United  States  Code  301 : 
10  United  States  Code  133;  44  United  States  Code  2901.  et.  seq.;  31 
United  States  Code  66a 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Accounting  Branch. 
DCAA-To  support  payroll  vouchers. 

Financial  Management  Branches.  Regional  Offices  -  To  support 
payroll  vouchers  and  for  budget  execution  analysis  for  respective  re¬ 
gion. 

Budget  Branch.  Financial  Management  Division.  DCAA-For 
budget  execution  analysis  for  Headquarters.  DCAA. 

Other  routine  uses  could  include  disclosure  to  another  DoD  com¬ 
ponent.  the  Department  of  Justice,  or  to  law  enforcement  or  in¬ 
vestigatory  authorities  for  investigation  and  possible  criminal 
prosecution,  civil  court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  ADP  paper  printouts  maintained  in  file  folders. 

Retrievability:  Folders  are  filed  in  numerical  order  based  on  file 
number,  then  by  subject,  and  contains  the  ADP  printout  which  con¬ 
tains  names  in  alphabetical  order  by  last  name. 

Safeguards:  Under  financial  management  staff  supervision  during 
duty  hours;  buildings  are  locked  and/or  guarded  by  security  guards 
during  non-duty  hours.  These  files  are  not  used  to  inform  personnel 
of  data  concerning  their  payroll;  such  requests  would  be  referred  to 
the  servicing  Finance  and  Accounting  Office. 

Retention  and  disposal:  These  files  are  destroyed  two  years  after 
close  of  fiscal  year  in  which  accumulated. 
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System  manage r(s)  and  address:  Chief,  Accounting  Branch,  Finan¬ 
cial.  Management  Division,  Headquarters,  DCAA,  Cameron  Station, 
Alexandria,  VA. 

Chiefs,  Financial  Management  and  Administrative  Divisions,  Re¬ 
gional  Offices,  whose  addresses  are  in  the  DoD  directory  in  the  ap¬ 
pendix  to  DCAA’s  system  notices. 

Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Records,  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  current 
business  address.  Visits  are  limited  to  those  offices  (Headquarters 
and  6  regional  offices)  listed  in  the  DoD  Directory  in  the  appendix  to 
DCAA  systems  notices. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is  driver’s  license  or  employing  offices’ 
identification  card. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314. 

Record  source  categories:  Payroll  data  accumulated  and  maintained 
by  the  servicing  Finance  and  Accounting  Office. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  440.2 

System  name:  440.2  Time  and  Attendance  Reports 

System  location:  Primary  System-Information  Systems  and  Services 
Branch,  Headquarters,  DCAA 

Decentralized  Segments-DCAA  Regional  Offices  and  Field  Audit 
Offices.  Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA’S  SYSTEMS  NOTICE. 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  of  the  Defense  Contract  Audit  Agency. 

Categories  of  records  in  the  system:  File  contains  a  copy  of  in¬ 
dividual's  time  and  attendance  report  and  other  papers  necessary  for 
the  submission  of  time  and  attendance  reports  and  collecting  of  pay 
from  the  non-DCAA  payroll  office. 

Authority  for  maintenance  of  the  system:  5  United  States  Code  301; 
10  United  States  Code  133;  44  United  States  Code  2901;  et.  seq.;  31 
United  States  Code  66a 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Supervisors  of  employees 
review  and  certify  accuracy  of  reports. 

Reports  are  furnished  to  the  appropriate  Finance  and  Accounting 
office,  which  is  another  Department  of  Defense  component. 

Other  routine  uses  could  include  disclosure  to  the  Department  of 
Justice  or  to  law  enforcement  or  investigatory  authorities  for  in¬ 
vestigation  and  possible  criminal  prosecution,  civil  court  action,  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  employee. 

Safeguards:  Files  are  under  staff  supervision  during  duty  hours; 
buildings  are  locked  and/or  guarded  by  security  guards  during  non¬ 
duty  hours. 

Retention  and  disposal:  These  records  are  destroyed  six  months 
after  end  of  pay  period  to  which  applicable. 

System  manager(s)  and  address:  Deputy  for  Resources  Manage¬ 
ment,  Headquarters,  DCAA 

Regional  Managers,  DCAA 

Chiefs  of  Field  Audit  Offices 

Official  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  DCAA’s  systems  notice. 

Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA  22314 


Telephone:  Area  Code  202/274-7285 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314. 

Written  requests  for  information  should  contain  the  full  name, 
address,  telephone  number  of  the  individual  and  the  employee 
payroll  number.  Visits  are  limited  to  those  offices  listed  in  the 
Department  of  Defense  directory  in  the  appendix  to  DCAA’s 
systems  notice. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license,  employee  identifi¬ 
cation  card. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314. 

Record  source  categories:  Time  and  Attendance  reports  are 
completed  by  the  time  and  attendance  clerk. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  502.6 

System  name:  502.6  Freedom  of  Information  Administrative  Appeals 

System  location:  Office  of  Counsel,  Headquarters,  DCAA 

Office  of  Deputy  for  Resources  Management,  Headquarters, 
DCAA 

Office  of  Records  Administrator,  Information  Systems  and  Ser¬ 
vices  Branch,  Headquarters,  DCAA 

Categories  of  individuals  covered  by  the  system:  Any  individual  who 
appeals  an  initial  denial  of  information  by  the  agency. 

Categories  of  records  in  the  system:  Office  of  Counsel-File  contains 
all  documents  created  in  the  process  of  responding  to  administrative 
appeal  for  the  release  of  information  initially  denied,  including  a 
copy  of  the  letter  from  the  appellant,  all  pertinent  background  data 
concerning  the  information  denied,  interoffice  and  interagency  cor¬ 
respondence  concerning  the  information  denied,  a  copy  of  the  appeal 
decision,  and  documents  pertaining  to  civil  action  in  the  event  of 
suit. 

Office  of  Deputy  for  Resources  Management-File  contains  a  copy 
of  the  letter  from  the  appellant,  pertinent  background  information 
concerning  the  information  initially  denied,  interoffice  and  interagen¬ 
cy  correspondence  concerning  the  information  denied,  and  a  copy  of 
the  appeal  decision. 

Office  of  the  Records  Administrator-File  contains  a  copy  of  the 
letter  from  the  appellant  and  a  copy  of  the  appeal  decision. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  552 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  of  Counsel-To 
determine  legal  sufficiency  of  information  denial  and  response  to  the 
appellant. 

Office  of  Deputy  for  Resources  Management-To  make  appellate 
decision. 

Office  of  Records  Administrator-To  prepare  report  to  Congress  of 
Freedom  of  information  Activity. 

Disclosed  to  Department  of  Justice  in  event  of  civil  action. 

Disclosed  to  DoD  in  event  of  civil  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Office  of  Counsel-Filed  alphabetically  by  last  name 
of  appellant. 

Office  of  Deputy  for  Resources  Management-Filed  alphabetically 
by  last  name  of  appellant. 

Office  of  Records  Administrator-Filed  chronologically 

Safeguards:  During  duty  hours,  records  are  under  the  supervision 
of  the  staffs  of  the  three  offices;  security  guards  are  provided. 

Retention  and  disposal:  Office  of  Counsel-These  files  retained  in 
the  Office  of  Counsel  and  destroyed  10  years  after  final  action. 

Office  of  Deputy  for  Resources  Management-These  files  are 
destroyed  two  years  after  final  action. 

Office  of  Records  Administrator.  These  files  are  destroyed  three 
years  after  report  to  Congress. 

System  managerfs)  and  address:  Records  Administrator,  Headquar¬ 
ters,  DCAA,  Cameron  Station,  Alexandria,  VA. 

Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
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Alexandria,  Va.  22314 
Telephone:  Area  Code  202/274/7285 
Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314 
Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number.  Visits  are 
limited  to  the  Records  Administrator,  Building  4,  Room  4A320, 
Cameron  Station,  Alexandria,  VA. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license  or  some  other  form 
of  identification. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator,  Building  4,  Room  4A320,  Cameron  Sta¬ 
tion,  Alexandria,  VA  22314 

Record  source  categories:  Correspondence  and  other  communica¬ 
tions  from  the  individual  appealing  the  determination;  correspon¬ 
dence  between  DCAA  staff  members  concerning  the  availability  of 
the  information;  correspondence  between  DCAA  and  other  Federal 
agencies  concerning  the  availability  of  the  information;  workpapers 
and  drafts  of  replies. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  503.5 

System  name:  503.5  Privacy  Act  Administrative  Appeals 
System  location:  Office  of  Counsel,  Headquarters,  DCAA 
Office  of  Deputy  for  Resources  Management,  Headquarters, 
DCAA 

Office  of  Records  Administrator,  Information  Systems  and  Ser¬ 
vices  Branch,  Headquarters,  DCAA 
Categories  of  individuals  covered  by  the  system:  Any  individual  who 
appeals  an  initial  denial  of  information  by  DCAA  under  the  Privacy 
Act  of  1974. 

Categories  of  records  in  the  system:  Office  of  Counsel  -  File  con¬ 
tains  aU  documents  created  in  the  process  of  responding  to  adminis¬ 
trative  appeal  for  the  release  of  information  initially  denied,  including 
a  copy  of  the  letter  from  the  appellant,  all  pertinent  background  data 
concerning  the  information  denied,  a  copy  of  the  appeal  decision, 
and  documents  pertaining  to  civil  action  in  the  event  of  suit. 

Office  of  Deputy  for  Resources  Management  -  File  contains  a  copy 
of  the  letter  from  the  appellant,  pertinent  background  information 
concerning  the  information  initially  denied,  interoffice  and  interagen¬ 
cy  correspondence  concerning  the  information  denied,  and  a  copy  of 
the  appeal  decision. 

Office  of  Records  Administrator  -  File  contains  a  copy  of  the  letter 
from  the  appellant  and  a  copy  of  the  appeal  decision. 

Authority  for  maintenance  of  the  system:  5  USC  552(a) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  of  Counsel  -  To 
determine  legal  sufficiency  of  information  denied  and  response  to  ap¬ 
pellant. 

Office  of  Deputy  for  Resources  Management  -  To  make  appellate 
decision 

Office  of  Records  Administrator  -  To  maintain  statistics  for  annual 
report  to  Congress  on  the  number  of  records  which  were  exempted 
and  the  reasons  for  the  exemptions,  and  such  other  information  as 
indicates  efforts  to  fully  administer  this  Act. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievabilhy:  Office  of  Counsel-Filed  alphabetically  by  last  name 
of  appellant  , 

Office  of  Deputy  for  Resources  Management  •  Filed  alphabetically 
by  last  name  of  appellant. 

Office  of  Records  Administrator  -  Filed  chronologically 
Safeguards:  Under  staff  supervision  during  duty  hours;  buildings 
provide  security  guards  during  nonduty  hours. 

Retention  and  disposal:  Retention  periods  have  not  been  deter¬ 
mined  and  approved  by  the  National  Archives  and  Records  Service 
of  the  General  Services  Administration.  All  files  will  be  retained  until 
this  determination  is  made. 

System  managers)  and  address:  Records  Administrator,  Defense 
Contract  Audit  Agency,  Cameron  Station,  Alexandria,  VA  22314. 
Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 


Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-7285 
Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314 
Written  requests  for  information  should  contain  the  full  name  of 
the  individual  current  address  and  telephone  number.  Visits  are 
limited  to  the  Records  Administrator,  Building  4,  Room  4A320, 
Cameron  Station,  Alexandria,  VA  22314 
For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is  driver’s  license,  and  give  some  ver¬ 
bal  information  that  could  be  verified  with  his  ’case’  folder. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314. 

Record  source  categories:  Correspondence  and  other  communica¬ 
tions  from  the  individual  appealing  the  determination;  correspon¬ 
dence  between  DCAA  staff  members  concerning  the  availability  of 
the  information;  correspondence  between  DCAA  and  other  Federal 
agencies  concerning  the  availability  of  the  information;  work  papers 
and  drafts  of  replies. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552a(j)  4(k),  as  applicable.  For 
additional  information,  contact  the  SYSMANAGER. 

RDCAA  575.4 

System  name:  575.4  Postal  Directory 
System  location:  Personnel  Offices  at  Headquarters  and  Regional 
Offices 

Mail  Rooms  in  all  DCAA  offices 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  Present  and  former 
civilian  employees  of  DCAA. 

Categories  of  records  in  the  system:  Records  utilized  in  mail  rooms 
and  personnel  offices,  used  as  a  locator  system,  to  facilitate  delivery 
of  mail  to  individuals,  such  as  locator  cards;  copies  of  assignment  or 
transfer  orders;  and  similar  records. 

Authority  for  maintenance  of  the  system:  5  United  States  Code  301 ; 
10  United  States  Code  133;  44  United  States  Code  2901,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  deliver  mail  to  in¬ 
dividuals. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Department  of  Justice  or  to  law  enforce¬ 
ment  or  investigatory  authorities  for  investigation  and  possible 
criminal  prosecution,  civil  court  action,  or  regulatory  order 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name. 

Safeguards:  Files  are  under  staff  supervision  during  duty  hours; 
buildings  are  locked  and/or  guarded  by  security  guards  during  non¬ 
duty  hours. 

Retention  and  disposal:  Records  at  each  location  are  to  be 
destroyed  six  months  after  departure  of  employee. 

System  managerfs)  and  address:  Deputy  for  Resources  Manage¬ 
ment,  Headquarters,  DCAA 
Regional  Managers,  DCAA 
Chiefs  of  Field  Audit  Offices 

Addresses  are  listed  in  the  Department  of  Defense  directory  in  the 
appendix  to  DCAA’s  systems  notice. 

Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-7285 
Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Records  Administrator  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314. 

Written  requests  for  information  should  contain  the  full  name,  ad¬ 
dress,  and  telephone  number  and  the  official  address  of  the  in¬ 
dividual.  Visits  are  limited  to  those  offices  listed  in  the  Department 
of  Defense  directory  in  the  appendix  to  DCAA’s  systems  notice. 
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For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license,  employee  identifi¬ 
cation  card. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314. 

Record  source  categories:  Correspondence  originating  in  DC  A  A  of¬ 
fices. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  590.8 

System  name:  590.8  DCAA  Management  Information  System  (MIS) 

System  location:  Information  Systems  and  Services  Branch, 
Management  Division,  Headquarters,  DCAA;  Financial  and  Adminis¬ 
trative  Services  Divisions,  DCAA  regional  offices;  field  audit  offices, 
respective  DCAA  regions  whose  addresses  are  in  Department  of 
Defense  Directory  in  the  appendix  to  DCAA’s  systems  notices;  Com¬ 
puter  Sciences  Corporation,  815  Commerce  Drive,  Oak  Brook,  Il¬ 
linois  60521,  which  maintains  systems  data  under  contract  with 
General  Services  Administration. 

Categories  of  individuals  covered  by  the  system:  Information 
Systems  and  Services  Branch,  Headquarters,  DCAA,  all  current 
civilian  employees  of  DCAA;  and  former  employees  who  were  on 
Agency  rolls  any  time  after  system  implementation  on  1  July  1974. 

Financial  and  Administrative  Servies  Divisions,  DCAA  regional  of¬ 
fices;  all  current  civilian  employees  of  respective  DCAA  regions  and 
former  employees  who  were  on  regional  rolls  any  time  after  system 
implementation  on  1  July  1974. 

Field  Audit  Offices,  DCAA;  all  current  civilian  employees  of 
respective  field  audit  offices  and  former  employees  who  were  as¬ 
signed  to  office  any  time  after  system  implementation  on  1  July  1974. 

Computer  Sciences  Corporation;  all  current  civilian  employees  of 
DCAA  and  former  employees  who  were  on  Agency  rolls  any  time 
after  system  implimentation  on  1  July  1974. 

Categories  of  records  in  the  system:  Individual  employees  are 
identified  in  system  by  sociql  security  account  number  recorded  on 
input  document,  Employee  Monthly  Activity  Report,  Card  50.  This 
record  contains  unique  number  of  direct  and  indirect  work  assign¬ 
ments  and  the  number  of  hours  expended  on  each  during  reporting 
month.  This  is  the  only  record  in  system  directly  associated  with  em¬ 
ployee.  However,  individual  data  can  be  related  to  following  addi¬ 
tional  data  stored  in  system:  (i)  profile  of  contractors  for  which 
Agency  has  audit  congnizance;  (ii)  inventory  of  contracts  which  are 
active  and  require  audit  effort  during  current  fiscal  year;  (iii)  invento¬ 
ry  of  direct  audit  and  indirect  assignments  with  descriptive  data  to 
which  effort  will  be  charaged  during  current  fiscal  year  or  to  which 
effort  has  been  charged  in  previous  fiscal  years;  (iv)  audit  determina¬ 
tions  on  assignments  completed;  and  (v)  information  related  to 
disposition  of  completed  audit  assignments. 

Authority  for  maintenance  of  the  system:  5  USC  301;  10  USC  133; 
44  USC  2901 ,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  Systems  and 
Services  Branch,  Headquarters,  DCAA:  To  produce  statistical  re¬ 
ports  reflecting  Agency-wide  audit  planning,  programming,  and  per¬ 
formance,  which  are  used  by  Headquarters,  DCAA,  management  of¬ 
ficials  to  evaluate  and  analyze  audit  operations. 

Financial  and  Administrative  Services  Divisions,  DCAA  regional 
offices:  To  update  data  files  and  obtain  statistical  reports  reflecting 
region-wide  audit  planning,  programming,  and  performance,  which 
are  used  by  regional  office  management  officials  to  evaluate, 
analyze,  and  control  regional  audit  operations. 

Field  Audit  Offices,  DCAA:  To  submit  update  input  data  and  ob¬ 
tain  statistical  reports  related  to  planning,  programming,  and  per¬ 
formance  of  audit  assignments  for  the  puipose  of  evaluating,  analyz¬ 
ing,  and  controlling  assignments  of  the  office. 

Computer  Sciences  Corporation:  To  maintain  data  and  computer 
operating  systems  necessary  to  permit  DCAA  personnel  to  process 
data,  maintain  system,  and  produce  required  output  reports.  Com¬ 
puter  Sciences  Corporation  does  not  obtain  outputs  from  system  and 
does  not  directly  access  stored  data. 

Other  routine  uses  could  include  disclosure  to  antoher  DoD  com¬ 
ponent,  Federal  agency,  the  Department  of  Justice,  or  to  law  en¬ 
forcement  or  investigatory  authorities  for  investigation  and  possible 
criminal  prosecution,  civil  court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 


Storage:  Input  paper  documents  are  stored  in  file  folders  and/or 
file  cabinets;  information  converted  to  automated  form  for  storage  in 
system  is  stored  on  magnetic  tape  and/or  disks;  output  reports  on 
computer  printout  paper  are  stored  in  file  cabinets,  specialized  file 
containers,  or  library  shelving. 

Retrievability:  Individual  records  are  retrieved  by  social  security 
acount  number;  other  statistical  data  are  retrived  by  unique  organiza¬ 
tional  code  assigned  to  each  element  of  DCAA  down  to  field  audit 
suboffice  level. 

Safeguards:  Access  to  computerized  data  requires  knowledge  and 
use  of  series  of  systems  identification  codes  and  passwords  which 
must  be  entered  in  proper  sequence  before  access  to  system  is  pre- 
mitted.  Access  to  computerized  data  is  restricted  to  system  analysts, 
programmers,  and  management  analysts  assigned  to  Headquarters, 
DCAA  and  regional  offices.  Regional  offices  can  access  only  data 
pertaining  to  organizations  and  individuals  within  their  respective  re¬ 
gion. 

Access  to  printed  output  reports  is  controlled  by  systems  analysts 
and  management  analysts  assigned  to  Headquarters,  DCAA  and  re¬ 
gional  offices  who  determine  type  of  report  to  be  distributed  to 
requesting  management  officials. 

Retention  and  disposal:  Paper  input  documents  and  output  printputs 
are  retained  for  reference  purpose  until  superseded  by  subsequent  re¬ 
ports  or  until  no  longer  required  for  data  validation;  normally  held 
for  no  longer  than  two  years  at  which  time  they  are  destroyed. 

Data  converted  to  automated  form  and  stored  in  computer  system 
are  maintained  on  magnetic  tape  for  period  of  ten  years  after  which 
data  are  destroyed. 

System  managerfs)  and  address:  Chief,  Information  Systems  and 
Services  Branch,  Headquarters,  DCAA,  Cameron  Station,  Alexan¬ 
dria,  Virginia  22314. 

Notification  procedure:  Information  may  be  obtained  form: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  Virginia  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  Virginia  22314. 

Written  requests  for  information  should  contain  the  full  name,  ad¬ 
dress,  and  telephone  number  and  the  official  address  of  the  in¬ 
dividual.  Visits  are  limited  to  those  offices  listed  in  the  Department 
of  Defense  directory  in  the  appendix  to  DCAA’s  systems  notice. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drives’s  license,  employee  identifi¬ 
cation  card. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  deteminations  may  be  obtained  from 
the  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  Virginia  22314. 

Record  source  categories:  Information  in  system,  other  than  data 
directly  related  to  individual  employees,  is  obtained  by  field  audit  of¬ 
fice  supervisors  from  audit  reports  and  workpapers. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
RDCAA  590.9 

System  name:  590.9  DCAA  Automated  Personnel  Inventory  System 
(APIS) 

System  location:  Information  System  and  Services  Branch, 
Management  Division,  Headquarters,  DCAA;  Personnel  Division, 
Headquarters,  DCAA;  Personnel  Divisions,  Regional  Offices,  whose 
addresses  are  in  Department  of  Defense  Directory  in  the  appendix  to 
DCAA’s  systems  notices;  Computer  Sciences  Corporation,  815  Com¬ 
merce  Drive,  Oak  Brook,  Illinois  60521,  which  maintains  system  data 
under  contract  with  General  Services  Administration. 

Categories  of  individuals  covered  by  the  system:  Information  System 
and  Services  Branch,  Headquarters,  DCAA;  Computer  Sciences  Cor¬ 
poration-all  current  civilian  employees  of  DCAA  and  former  em¬ 
ployees  who  were  on  Agency  rolls  any  time  after  system  implementa¬ 
tion  on  1  January  1969. 

Categories  of  records  in  the  system:  Individual  employees  are 
identified  in  system  by  social  security  account  number.  Current  and 
historical  records  contain  following  data:  Data  related  to  positons 
employee  has  occupied  in  Agency  such  as  grade,  occupational  series, 
title,  organizational  location,  salary  and  pay  step,  competitive  level 
and  area,  geographic  location,  supervisory  designation;  data  related 
to  employee’s  status  and  tenure  in  Federal  civil  service  including 
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veterans  perference,  competitive  status,  service  computation  date, 
tenure  group:  data  personal  to  the  employee  such  as  birth  date, 
physical/mental  handicap  code,  enrollment  in  Federal  employee  life 
and  health  insurance  programs,  education,  training  requirements  and 
accomplishments  assessment  of  employee’s  potential  for  advance¬ 
ment  and  evaluations  of  past  performance,  official  awards  received, 
certification  as  a  Certified  Public  Accountant,  and  minority  group 
designation  code. 

Authority  for  maintenance  of  the  system:  S  USC  301;  10  USC  133; 
44  USC  2901,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  Systems  and 
Services  Branch,  Headquarters,  DCAA  -  To  produce  statistical  and 
nonstatistical  reports  used  by  Personnel  Division  staff  members. 
Agency  and  regional  equal  employment  opportunity  program  staff 
mumbers,  and  management  officials  of  Headquarters  and  regional  of¬ 
fice  in  evaluation  and  analysis  of  Agency's  personnel  management 
program.  Statistical  reports  are  also  perpared  as  required  by  higher 
authority  within  DoD  and  by  U.S.  Civil  Service  Commission.  Listings 
of  employees  are  produced  for  locator  purposes. 

Personnel  Division,  DCAA  Regional  Offices  -  Regional  offices  do 
not  have  access  to  automated  data  base.  They  receive  output  reports 
programmed  by  Headquarters,  DCAA,  personnel  which  are  used  for 
evaluation  and  analysis  of  regional  personnel  management  programs. 

Computer  Sciences  Corporation  -  To  maintain  data  and  computer 
operating  systems  necessary  for  DCAA  personnel  to  process  data, 
maintain  system,  and  produce  required  output  reports.  Computer 
Sciences  Corporation  does  not  obtain  outputs  from  system  nor 
directly  access  stored  data. 

Other  routine  uses  could  inculde  disclosure  to  another  DoD  com¬ 
ponent,  U.S.  Civil  Service  Commission,  the  Department  of  Justice, 
or  to  law  enforcement  or  investigatory  authorities  for  investigation 
and  possible  criminal  prosecution,  civil  court  action,  or  regulatory 
order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Input  paper  documents  are  stored  in  file  folders  and/or 
file  cabinets.  Information  converted  to  automated  form  for  storage  in 
system  is  stored  on  magnetic  tape  and/or  disks.  Output  reports  on 
computer  printout  paper  are  stored  in  file  cabinets,  specialized  file 
containers,  or  library  shelving.  Individual  employee  output  reports 
are  filed  in  folders  retained  with  official  personnel  records  and/or 
career  files. 

Retrievability:  Records  and/or  reports  pertaining  to  an  individual 
employee  are  retrieved  by  social  security  account  number.  Other  out¬ 
put  DATA  ARE  RETRIEVED  BY  UNIQUE  ORGINIZATIONAL 
CODE  ASSIGNED  to  each  elemant  of  DCAA  down  to  field  audit  su¬ 
boffice. 

Safeguards:  Access  to  computerized  data  requires  knowledge  and 
use  of  series  of  system  identification  code  and  passwords  which  must 
be  entered  in  proper  sequence  to  gain  access  to  data  in  system.  Ac¬ 


cess  to  computerized  data  is  restricted  to  systems  analysts  and  pro¬ 
grammers  assigned  to  Headquarters,  DCAA.  Regional  personnel  do 
not  have  access  to  automated  data  base  and  can  access  system  only 
for  the  purpose  of  obtaining  output  reports  previously  formatted  by 
Headquarters,  DCAA,  personnel. 

Output  reports  are  retained  in  personnel  offices  or  other  authorized 
Headquarters,  regional,  or  field  audit  offices.  Access  to  reports  is 
controlled  by  assigned  personnel  during  duty  hours.  After  duty 
hours,  reports  are  retained  in  locked  offices  or  in  buildings  controlled 
by  security  personnel  or  alarm  systems. 

Retention  and  disposal:  Paper  input  documents  are  output  printouts 
are  retained  for  reference  purposes  until  superseded  by  subsequent 
reports  or  until  no  longer  required  for  data  validation;  normally  held 
for  no  longer  than  two  years  at  which  time  they  are  destroyed. 

System  managers)  and  address:  Chief,  Information  System  and 
Services  Branch,  Headquarter,  DCAA,  Cameron  Station,  Alexandria, 
VA  22314. 

Notification  procedure:  Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures:  Rrquests  from  individuals  should  be  ad¬ 
dressed  to:  Records  Administrator,  Defense  Contract  Audit  Agency, 
Cameron  Station,  Alexandria,  VA  22314. 

Written  requests  for  information  should  contain  the  full  name,  ad¬ 
dress,  and  telephone  number  and  the  official  address  of  the  in¬ 
dividual.  Visits  are  limited  to  the  Information  Systems  and  Services 
Branch,  HQ,  DCAA,  Cameron  Station,  Bldg.  4,  Room  4B363,  Alex¬ 
andria,  VA  22314. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license  or  employee 
identification  care. 

Contesting  record  procedures:  Tthe  Agency’s  rules  for  contesting 
contents  and  appealing  Tthe  Agency's  rules  for  contesting  contents 
and  appealing  initial  determinations  may  be  obtained  from  the 
Records  Administrator,  Defense  Contract  Audit  Agency,  Cameron 
Station,  Alexandria,  VA  22314. 

Record  source  categories:  Basic  personnel  and  position  information 
is  obtained  from  documents  prepared  by  personnel  offices  in  ac¬ 
cordance  with  regulations  prescribed  by  U.S.  Civil  Sservice  Commis¬ 
sion. 

Assessment  of  employee’s  potential  and  evaluation  of  performance 
are  obtained  from  documents  completed  by  employee’s  supervisors. 

Training  data  are  obtained  from  employee’s  supervisors.  Agency 
training  facilities,  and  documents  prepared  by  employee’s  personnel 
office. 

All  other  information  is  obtained  from  questionnaires  or  other 
documents  completed  by  employee. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
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DEFENSE  CONTRACT  AUDIT  AGENCY  OFFICES 
(Alphabetically  by  State  and  City) 


ALABAMA 

DCAA  HUNTSVILLE  BRANCH  OFFICE 
2109  U.  Clinton  Avenue 
Room  504 

Huntsville,  AL  35805 
ARIZONA 

DCAA  PHOENIX  BRANCH  OFFICE 
3800  N.  Central  Avenue 
Suite  312 

Phoenix,  AZ  85012 
DCAA  RESIDENT  OFFICE 
HUGHES  AIRCRAFT  CO. 

P.  0.  Box  11337 
Emery  Park  Station 
Tucson,  AZ  85734  i 
CALIFORNIA 

DCAA  ANAHEIM  BRANCH  OFFICE 
1548  State  College  Rlvd. 
Anaheim,  CA  92806 
DCAA  RESIDENT  OFFICE 

ROCKWELL  INTERNATIONAL  CORP. 
Electronics  Operations 
3370  Mlraloma  Avenue 
Mail  Code  AB-13 
Anaheim,  CA  92803 
DCAA  RESIDENT  OFFICE 
AEROJET-GENERAL  CORP. 

Aerojet  Electro  Systems  Co. 

P.  0.  Box  18,  1100  W.  Hollyvale 
Azusa,  CA  91702 
DCAA  RESIDENT  OFFICE 
LOCKHEED-CALIFORNIA  CO. 

2555  N.  Hollywood  Way 
Bldg.  62A1,  P.  0.  Box  551 
Burbank,  CA  91503 
DCAA  RESIDENT  OFFICE 

ROCKWELL  INTERNATIONAL  CORP. 
Rocketdyne  Division 
6633  Canoga  Avenue 
Canoga  Park,  CA  91304 
DCAA  RESIDENT  OFFICE 
HUGHES  AIRCRAFT  CO. 

Centlnela  Avenue  &  Teale  St. 
Bldg.  6,  Mall  Station  D  155 
Culver  City,  CA  90230 
DCAA  RESIDENT  OFFICE 

ROCKWELL  INTERNATIONAL  CORP. 
Space  Division 
12214  Lakewood  Blvd.  (AA21) 
Downey,  CA  90241 
DCAA  RESIDENT  OFFICE 
HUGHES  AIRCRAFT  COMPANY 
1901  W.  Malvern 
Bldg.  600,  MS-G-103 
P.O.  Box  3310 
Fullerton,  CA  92634 
DCAA  SANTA  BARBARA  BRANCH  OFFICE 
5960  Mandarin  Ave.,  Suite  F 
Goleta,  CA  93017 
DCAA  RESIDENT  OFFICE 
NORTHROP  CORPORATION 
3901  W.  Broadway 
Hawthorne,  CA  90250 
DCAA  RESIDENT  OFFICE 
MCDONNELL  DOUGLAS 
ASTRONAUTICS  CO. 

5301  Bolsa  Avenue 
Mall  Station  14-1 
Huntington  Beach,  CA  92647 
DCAA  RESIDENT  OFFICE 
MCDONNELL  DOUGLAS  CORP. 

Douglas  Aircraft  Co. 

3855  Lakewood  Blvd. 

Mall  Code  No.  18-44 
Long  Beach,  CA  90846 
DCAA  PROCUREMENT  LIAISON  OFFICE 
NAVAL  REGIONAL  PROCUREMENT  OFC. 
Code  ODA,  Second  FI. ,  Bldg.  53 
Terminal  Island 
Long  Beach,  CA  90801 
DCAA  LOS  ANGELES  REGION  ■ 

1340  W.  Sixth  St.,  2nd  Floor 
Los  Angeles,  CA  90017 
DCAA  LOS  ANGELES  BRANCH  OFFICE 
11105  S.  LaClenega  Blvd. 

Los  Angeles,  CA  90045 


DCAA  RESIDENT  OFFICE 

TRW  Systems  Group,  TRW  Inc. 

1  Space  Park,  Bldg.  E-2,  Rm  2080 
Redondo  Beach,  CA  90278 
DCAA  RESIDENT  OFFICE 
AEROJET-GENERAL  CORP. 

Hwy  50  and  Aerojet  Road 
P.  0.  Box  15846 
Sacramento,  CA  95813 
DCAA  SAN  DIEGO  BRANCH  OFFICE 
Bldg.  4,  AF  Plant  19 
4297  Pacific  Coast  Highway 
San  Diego,  CA  92110 
DCAA  RESIDENT  OFFICE 
GENERAL  DYNAMICS  CORP. 

Convair  Division 
P.  0.  Box  80877,  MZ-DCA-6 
3302  Pacific  Highway 
San  Diego,  CA  92138 
DCAA  RESIDENT  OFFICE 

TELEDYNE  RYAN  AERONAUTICAL 
2701  Harbor  Drive 
San  Diego,  CA  92112 
DCAA  SAN  FRANCISCO  REGION 

450  Golden  Gate  Ave.,  Box  36116 
San  Francisco,  CA  94102 
DCAA  EAST  BAY  BRANCH  OFFICE 
Bldg.  7,  Treasure  Island 
San  Francisco,  CA  94130 
DCAA  SOUTH  BAY  BRANCH  OFFICE 
3235  Kifer  Road 
Santa  Clara,  CA  95051 
DCAA  RESIDENT  OFFICE 

LOCKHEED  MISSILES  6  SPACE  CO., INC. 
Bldg.  561,  1194  N.  Matilda  Ave. 

P.  0.  Box  504 
Sunnyvale,  CA  94088 
DCAA  VAN  NUYS  BRANCH  OFFICE 
18321  Ventura  Blvd. 

Tarzana,  CA  91356 
DCAA  RESIDENT  OFFICE 
LITTON  SYSTEMS,  INC. 

5500  Canoga  Ave.,  32-15 
Woodland  Hills,  CA  91364 
COLORADO 

DCAA  DENVER  BRANCH  OFFICE 
New  Custom  House,  Rm.  578 
19th  6  Stout  Streets 
Denver  CO  80202 
DCAA  RESIDENT  OFFICE  . 

MARTIN  MARIETTA  AEROSFACE 
Module  A-312 
Waterton,  CO  80110 
MAIL:  P.O.  Box  179,  Mail  No.A-183 
Denver,  CO  80201 
CONNECTICUT 

DCAA  BRIDGEPORT  BRANCH  OFFICE 
1070  Park  Avenue 
Bridgeport,  CT  06604 
DCAA  RESIDENT  OFFICE 
UNITED  AIRCRAFT  CORP. 

Pratt  &  Whitney  Dlv. 

400  Main  Street,  0BB3SE 
East  Hartford,  CT  06108 
FLORIDA 

KENNEDY  SPACE  CENTER  BR. 

Rm.  1529,  HQ  Building 
John  F.  Kennedy  Space  Center 
NASA,  P.  0.  Box  21126 
Kennedy  Space  Center,  FL  32815 
DCAA  PROCUREMENT  LIAISON  OFFICE 
NASA,  HQ  Building,  Room  2423 
Mail  Code:  DCAA-10 
Kennedy  Space  Center,  FL  32899 
DCAA  RESIDENT  OFFICE 

ELECTRONIC  SYSTEMS  DIV.  HARRIS  CORP. 
P.  0.,Box  151,0 
Melbourne,  FL  32901 
DCAA  RESIDENT  OFFICE 
MARTIN  MARIETTA  AEROSPACE 
Orlando  Division 
P.  0.  Box  5837  (MP-152) 

Ellenor  Drive  &  Doss  Ave. 

Orlando,  FL  32805 
DCAA  ORLANDO  BRANCH  OFFICE 

3165  McCrory  PI.,  Suite  277-289 
Orlando,  FL  32803  * 
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DCAA  RESIDENT  OFFICE 

PRATT  &  WHITNEY  AIRCRAFT 
P.  0.  Box  2691 
West  Pain  Beach,  FL  33402 
DCAA  RESIDENT  OFFICE 

HONEYWELL  AEROSPACE  DIV. 

Honeywell,  Inc. 

13350  U.S.  H’way  19 
St.  Petersburg,  FT.  33733 
GEORGIA 

DCAA  ATLANTA  REGION 

3100  Maple  Drive,  N.  E. 

Atlanta,  GA  30305 
DCAA  ATLANTA  BRANCH  OFFICE 
3100  Maple  Drive,  N.E. 

Atlanta,  GA  30305 
DCAA  RESIDENT  OFFICE 
LOCKHEED-GEORGIA  CO. 

86  S.  Cobb  Drive 
Marietta,  GA  30063 
DCAA  PROCUREMENT  LIAISON  OFFICE 
WARNER  ROBINS  ALC 
Air  Force  Logistics  Command 
Bldg.  1678,  Room  D-2 
Robins  Air  Force  Base,  GA  31093 
ILLINOIS 

DCAA  CHICAGO  REGION 

527  So.  LaSalle  St.,  Suite  652 
Chicago ,  IL  60605 
DCAA  CHICAGO  BRANCH  OFFICE 
527  So.  LaSalle  St. ,  Rm.  333 
Chicago ,  IL  60605 
DCAA  PROCUREMENT  LIAISON  OFFICE 
Defense  Contract  Audit  Agency 
US  ARMY  ARMAMENT  COMMAND 
AMSAR-PLA,  Bldg.  350,  4th  Floor 
Rock  Island,  IL  61201 
INDIANA 

DCAA  INDIANAPOLIS  BRANCH  OFFICE 
Fort  Benjamin  Harrison,  IN  46249 
DCAA  RESIDENT  OFFICE 
MAGNAVOX  COMPANY 
2131  S.  Coliseum  Blvd. 

Fort  Wayne,  IN  46803 
DCAA  RESIDENT  OFFICE 

DETROIT  DIESEL  ALLISON  DIV., 

GMC  L-23 

4700  West  Tenth  Street 
Indianapolis,  IN  46206 
KANSAS 

DCAA  RESIDENT  OFFICE 
THE  BOEING  CO. 

3801  S.  Oliver 
P.0.  Box  2638-M.S.  K  12-59 
Wichita,  KS  67201 
LOUISIANA 

DCAA  NEW  ORLEANS  BRANCH  OFFICE 
P.  0.  Box  29532 
New  Orleans,  LA  70189 
MASSACHUSETTS 

DCAA  PROCUREMENT  LIAISON  OFFICE 
ELECTRONIC  SYSTEMS  DIV.  (ESD) 

Air  Force  Systems  Command 
L.  G.  Hanscom  Field  Stop  25 
Bedford,  MA  01730 
DCAA  RESIDENT  OFFICE 
RAYTHEON  COMPANY 
Missile  Systems  Division 
Hartwell  Road 
Bedford,  MA  01730 
DCAA  RESIDENT  OFFICE 

MASS.  INSTITUTE  OF  TECHNOLOGY 
Room  E19-505,  50  Ames  St. 

Cambridge,  MA  02139 

Omit  street  in  mailing  address 
DCAA  RESIDENT  OFFICE 
RAYTHEON  COMPANY 

Equipment  Div. ,  Corporate  Exec.  Off. 
141  Spring  Street 
Lexington,  MA  02173 
DCAA  RESIDENT  OFFICE 
GENERAL  ELECTRIC  CO. 

Bldg.  2-74A,  1000  Western  Ave. 

Lynn,  MA  01910 
DCAA  RESIDENT  OFFICE 
GTE  SYLVAN IA  INC. 

Bldg.  3,  189  "B"  Street 
Needham,  MA  02194 
DCAA  BOSTON  REGION 

Waltham  Federal  Center 
424  Trapelo  Road 
Waltham,  MA  02154 


DCAA  RESIDENT  OFFICE 
AVCO  CORPORATION 
AVOO  Government  Products  Group 
201  Lowell  Street 
Wilmington,  MA  01887 
MARYLAND 

DCAA  RESIDENT  OFFICE 

WESTINGHOUSE  ELECTRIC  CORP. 

Defense  4  Electronic  Sys.  Center 

Fort  Meade  Road 

(near  Friendship  Airport) 

Anne  Arundel  County,  MD 
MAIL:  c/o  Westinghouse  Electric 
Corp.  (Mail  Stop  1232) 
P.O.Box  1693 
Baltimore,  MD  21203 
DCAA  RESIDENT  OFFICE 

BFNDIX  FIELD  ENGINEERING  CORP. 

9250  Route  108 
Columbia,  MD  21043 
DCAA  RESIDENT  OFFICE 
IBM  CORPORATION 
Civil  Space  Systems 
18100  Frederick  Pike 
Gaithersburg,  MD  20760 
DCAA  SILVER  SPRING  BRANCH  OFFICE 
8719  Colesvllle  Road,  Rm.  326 
Silver  Spring,  MD  20910 
DCAA  BALTIMORE  BRANCH  OFFICE 
320  Hlllen  Road 
Towson,  MD  21204 
MICHIGAN 

DCAA  RESIDENT  OFFICE 
CHRYSLER  CORPORATION 
341  Massachusetts  Street 
P.  0.  Box  1919 
Detroit,  MI  48231 
DCAA  DETROIT  MOBILE  BRANCH  OFFICE 
5815  Concord  Avenue 
Detroit,  MI  48211 

DCAA  DETROIT  SUBOFFICE  BRANCH  OFFICE 
5815  Concord  Avenue 
Detroit,  MI  48211 
DCAA  PROCUREMENT  LIAISON  OFFICE 
MICHIGAN  ARMY  MISSILE  PLANT 
ATTN:  DCAA-PLA,  3811  Van  Dyke 
Warren,  MI  48090 
MINNESOTA 

DCAA  RESIDENT  OFFICE 
HONEYWELL.  INC. 

2701  Fourth  Ave.,  So. 

Minneapolis,  MN  55408 
DCAA  MINNEAPOLIS  BRANCH  OFFICE 
712  Grain  Exchange  Bldg. 

400  South  Fourth  St. 

Minneapolis,  MN  55415 
DCAA  RESIDENT  OFFICE 
SPERRY  UNIVAC 
3333  Pilot  Knob  Road 
Eagan  Township,  MN 
MAIL:  Univac  Park 

P.0.  Box  3525(M.S.  U1E23) 
St.  Paul,  MN  55165 

MISSISSIPPI 

DCAA  RESIDENT  OFFICE 
INGALLS  CLAIMS 

3500  Chico  Road,  Bldg.  216-B 
Pascagoula,  MS  39567 
DCAA  RESIDENT  OFFICE 

INGALLS  SHIPBUILDING  DIV. 

Litton  Systems,  Inc. 

P.  O.  Box  1930 
Pascagoula,  MS  39567 
MISSOURI 

DCAA  PROCUREMENT  LIAISON  OFFICE 
ARMY  AVIATION  SYSTEMS  COMMAND 

(AVSCOM) ,  c/o  Commanding  Officer 
12th  and  Spruce  Streets 
St.  Louis,  MO 
MAIL:  P.0.  Box  209 
Main  Office 
St.  Louis,  MO  63166 
DCAA  RESIDENT  OFFICE 
MCDONNELL  DOUGLAS  CORP. 

Bldg.  3,  Banshee  Road 
Robertson,  MO 
MAIL:  P.  0.  Box  516 

St.  Louis,  MO  63166 
DCAA  ST.  LOUIS  BRANCH  OFFICE 
210  N.  12th  St.,  Rm  1148 
St.  Louis,  MO  63101 


FEDERAL  REGISTER  VOL  40,  NO.  160 -MONDAY,  AUGUST  IS,  1975 


* 


DEPARTMENT  OP  DEFENSE 


36043 


NEW  HAMPSHIRE 

DCAA  RESIDENT  OFFICE 
SANDERS  ASSOC.,  INC. 

Bldg.  NHQ1-519 

Daniel  Webstef  Highway,  So. 

Nashua,  NH  03060 
NEW  JERSEY 

DCAA  PROCUREMENT  LIAISON  OFFICE 
ARMY  ELECTRONICS  COMMAND  (ECOM) 

ECOM  Building 
Fort  Monmouth ,  NJ  07703 
DCAA  RESIDENT  OFFICE 

SINGER  COMPANY,  THE  KEARFOTT  DIV. 
Plant  3,  1150  McBride  Ave. 

Little  Falls,  NJ  07424 
DCAA  RESIDENT  OFFICE 

RCA,  MISSILE  &  SURFACE  RADAR  DIV. 
Marne  Highway 
Moorestown,  NJ  08057 
DCAA  RESIDENT  OFFICE 

BELL  TELEPHONE  LABS.,  INC. 

Mountain  Ave.,  Bldg.  3A-428 
Murray  Hill,  NJ  07974 
DCAA  NORTHERN  NEW  JERSEY  BRANCH  OFFICE 
970  Broad  Street,  14th  Floor 
Newark,  NJ  07102 
DCAA  RESIDENT  OFFICE 
ITT  DEFENSE-SPACE  GROUP 
500  Washington  Avenue 
Nutley,  NJ  07110 
DCAA  RESIDENT  OFFICE 

LOCKHEED  ELECTRONICS  CO.,  INC. 

Dlv.  of  Lockheed  Aircraft  Corp. 

U.S.  Route  22 
Plainfield,  NJ  07060 
DCAA  RESIDENT  OFFICE 

BENDIX  CORPORATION  (PLANT  2) 
Navigation  &  Control  Div. 

U.S.  Route  #46 
Teterboro,  NJ  07608 
DCAA  RESIDENT  OFFICE 
'  CURTISS-WRICHT  CORP . 

One  Rotary  Drive 
Wood-Ridge ,  NJ  07075 
NEW  MEXICO 

DCAA  PROCUREMENT  LIAISON  OFFICE 
AFCMD-TM  (PLA) 

Bldg.  604,  Rm  18D 
Klrtland  AFB ,  NM  87117 
NEW  YORK 

DCAA  RESIDENT  OFFICE 

GRUMMAN  AEROSPACE  CORPORATION 
(PLANT  30) 

Bethpage,  NY  11714 
DCAA  RESIDENT  OFFICE 
BELL  AEROSPACE  COMPANY 
Niagara  Falls  Blvd. 

Wheat field,  NY 
MAIL:  P.  0.  Box  1 

Buffalo,  NY  14240 
DCAA  BUFFALO  BRANCH  OFFICE 
Federal  Bldg.,  Rm.  1102 
111  W.  Huron  Street 
Buffalo,  NY  14202 
DCAA  RESIDENT  OFFICE 
CUTLER-HAMMER,  INC. 

AIL  Division 
Comae  Road 

Deer  Park,  NY  11729 
DCAA  RESIDENT  OFFICE 

FAIRCHILD  INDUSTRIES,  INC. 

Fairchild  Republic  Div. 

Conklin  Avenue 
Farmingdale,  NY  11735 
DCAA  LONG  ISLAND  BRANCH  OFFICE 
605  Stewart  Avenue 
Garden  City,  NY  11530 
DCAA  RESIDENT  OFFICE 
SPERRY  RAND  CORP. 

Sperry  Dlv.,  Mail  Station  B-5 
Marcus  Avenue  &  Lakeville  Road 
Great  Neck,  NY  11020 
DCAA  NEW  YORK  BRANCH  OFFICE 
252  Seventh  Ave.,  4th  FI. 

New  York,  NY  10001 
DCAA  RESIDENT  OFFICE 
IBM  CORPORATION 
Owego,  NY  13827 


DCAA  RESIDENT  OFFICE 
EASTMAN  KODAK  CO. 

Kodak  Apparatus  Die. 

901  Elmgrove  Rd.  (2nd  FI.,  Bldg.l) 
Rochester,  NY  14650 
*  DCAA  ROCHESTER  BRANCH  OFFICE 
Federal /Bldg. ,  Rm.  325 
100  State  Street 
Rochester,  NY  14614 
DCAA  RESIDENT  OFFICE 
GENERAL  ELECTRIC  CO. 

Bldg.  4,  Rm  219 
Schenectady,  NY  12345 
DCAA  RESIDENT  OFFICE 
PRD  ELECTRONICS,  INC. 

(A  Sub.  of  Harris  Corp.) 

6901  Jericho  Turnpike  Syosset  3 
Syosset,  NY  11791 
DCAA  RESIDENT  OFFICE 
GENERAL  ELECTRIC  CO. 

Bldg.  4,  Room  55 
'  Court  Street 
Syracuse,  NY  13201 
DCAA  RESIDENT  OFFICE 
WESTERN  ELECTRIC  CO. 

Guilford  Center,  P.0.  Box  20046 
Greensboro,  NC  27420 
DCAA  RESIDENT  OFFICE 

GOODYEAR  AEROSPACE  CORP. 

1210  Massillon  Road 
Akron,  OH  44315 
DCAA  RESIDENT  OFFICE 

THE  BABCOCK  &  WILCOX  CO. 

Power  Generation  Div. 

20  South  Van  Buren 
Barberton,  OH  44203 
DCAA  RESIDENT  OFFICE 
GENERAL  ELECTRIC  CO. 

Evendale  Plant 
Cincinnati,  OH  45215 
DCAA  CLEVELAND  BRANCH  OFFICE 
Federal  Office  Building 
Room  391,  1240  E.  Ninth  St. 
Cleveland,  OH  44199 
DCAA  RESIDENT  OFFICE 
GOULD,  INC. 

Advanced  Technology  Group 
18901  Euclid  Avenue 
Cleveland,  OH  44117 
DCAA  COLUMBUS  BRANCH  OFFICE 
85  Marconi  Blvd.,  Rm  400 
Columbus,  OH  43215 
DCAA  RESIDENT  OFFICE 

ROCKWELL  INTERNATIONAL  CORP .  ' 

4300  E.  5th  Ave. 

Columbus,  OH  43216 
DCAA  PROCUREMENT  LIAISON  OFFICE 
DCAA-CAR  3-WPL 

Room  246,  Bldg.  11,  Area  B 
Wright-Patterson  AFB,  OH  45433 
OKLAHOMA 

DCAA  OKLAHOMA  CITY  BRANCH  OFFICE 
215  N.  W.  3rd  St.,  Room  255 
U.S.  Post  Office  Bldg. 

Oklahoma  City,  OK  73102 
DCAA  PROCUREMENT  LIAISON  OFFICE 
OKLAHOMA  CITY  ALC 
Air  Force  Logistics  Command 
Tinker  Air  Force  Base 
Oklahoma  City,  OK  73145 
PENNSYLVANIA 

DCAA  HARRISBURG  BRANCH  OFFICE 
Room  676,  Federal  Bldg. 

Harrisburg,  PA 
MAIL:  Box  749 

Federal  Square  Station 
Harrisburg,  PA  17108 
DCAA  RESIDENT  OFFICE 
BOEING  VERTOL  COMPANY 
P.  0.  Box  16358 
Mail  Stop  P41-29 
Philadelphia.  PA  19142 
Location:  Scott  Plaza 

Building  2,  4th  FI 
Industrial  Highway 
(South  of  Phila  Int'l 
Airport) 

Tlnicum  Township,  PA 
DCAA  PHILADELPHIA  REGION 
Federal  Building 
1421  Cherry  Street 
Philadelphia,  PA  19102 
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DCAA  Procurement  Liaison  Office 
AVIATION  SUPPLY  OFFICE 
ASO  Compound  Bldg  1,  Room  2035 
700  Robbins  Avenue 
Philadelphia,  PA  19111 
DCAA  RESIDENT  OFFICE 
GENERAL  ELECTRIC  00. 

Valley  Forge  Space  Center 
Room  M3137 
Valley  Forge,  PA 
MAIL:  P.O.  Box  8555 

Philadelphia,  PA  19101 
DCAA  PHILADELPHIA  BRANCH  OFFICE 
1421  Cherry  Street 
7th  Floor 

Philadelphia';  PA  19102 
DCAA  PITTSBURGH  BRANCH  OFFICE 
1517  Federal  Building 
1000  Liberty  Avenue 
Pittsburgh,  PA  15222 
DCAA  RESIDENT  OFFICE 
BOEING  VERTOL  COMPANY 
P.O.  Box  16858,  Mail  Stop  P41-29 
Philadelphia,  PA  19142 
Location:  Scott  Plaza 

Building  2,  4th  FI 
Industrial  Highway 
(South  of  Phila  Inti 
Airport) 

Tlnicum  Township,  PA 
DCAA  RESIDENT  OFFICE 
GENERAL  ELECTRIC  CO. 

Valley  Forge  Space  Center 
Room  M3137 
Valley  Forge,  PA 
MAIL:  P.O.  Box  8555 

Philadelphia,  PA  19101 
DCAA  RESIDENT  OFFICE 
PHILC0-F0RD  CORPORATION 
Communication  Systems  Division 
3900  Welsh  Road 
Willow  Grove,  PA  19090 
TENNESSEE 

DCAA  DEFENSE  CONTRACT  AUDIT  INSTITUTE 
Administration  Bldg. ,  3rd  Floor 
Defense  Depot  Memphis 
Memphis,  TO  38114 
TEXAS 

DCAA  DALLAS  BRANCH  OFFICE 
500  3.  Ervay  St. ,  Rm  503 
Dallas,  TX  75201 
DCAA  RESIDENT  OFFICE 
THE  LTV  CORPORATION 
9314  West  Jefferson  Street 
P.O.  Box  5907 
Dallas,  TX  75222 
DCAA  RESIDENT  OFFICE 
TEXAS  INSTRUMENTS,  INC. 

13500  No.  Central  Expressway 
P.O.  Box  6015,  MS  221 
Dallas,  TX  75222 
DCAA  RESIDENT  OFFICE 
BELL  HELICOPTER  CO. 

P.O.  Box  482 
Fort  Worth,  TX  76101 
DCAA  RESIDENT  OFFICE 
GENERAL  DYNAMICS  CORP. 

Convalr  Aerospace  Division 
Fort  Worth  Operations  Res.  Off. 
Grants  Lane,  AF  Plant  #4 
P.O.  Box  371 
Fort  Worth,  TX  76101 
DCAA  RESIDENT  OFFICE 
E-SYSTEMS,  INC. 

1200  Jupiter  Road 
Garland,  TX  75040 
MAIL:  P.O.  Box  6118 

Dallas,  TX  75222 
DCAA  HOUSTON  BRANCH  OFFICE 
Room  2206 
2320  LaBranch 
Houston,  TX  77004 
DCAA  PROCUREMENT  LIAISON  OFFICE 
SAN  ANTONIO  ALC,  Bldg.  43 
Kelly  Air  Force  Base,  TX  78241 

UTAH 

DCAA  RESIDENT  OFFICE 
THI0K0L  CORP. 

C.S.  Hwy  30  South  4  West 
on  State  Hwy  83 
Box  524 

Brigham  City,  UT  84302 


DCAA  RESIDENT  OFFICE 
HERCULES,  INC. 

8400  West  5000  South 
P.O.  Box  157 
Magna ,  UT  84044 
VIRGINIA 

DCAA  ALEXANDRIA  BRANCH  OFFICE 
Hoffman  Bldg.  No.  2 
200  Stovall  Street 
8th  Floor,  Rm.  8S-41 
Alexandria,  VA  22314 
DCAA  HEADQUARTERS 

Cameron  Station,  Alex.,  VA  22314 
DCAA  RESIDENT  OFFICE 
HERCULES,  INC. 

Radford  Army  Ammunition  Plant 
Radford,  VA  24141 
DCAA  RESIDENT  OFFICE 

NEWPORT  NEWS  SHIPBUILDING 
AND  DRY  DOCK  CO. 

Newport  News,  VA  23607 
WASHINGTON 

DCAA  RESIDENT  OFFICE 
THE  BOEING  CO. 

West  Valley  Highway 
(68th  Ave.  S)  &  S  212th  St. 

Kent,  VA  98031 

MAIL:  P.O.  Box  3999,  M.  S.  8R-64 
Seattle,  WA  98124 
DCAA  SEATTLE  BRANCH  OFFICE 
Room  411,  815  Airport  Way  So. 
Seattle,  WA  98134 
WISCONSIN 

DCAA  MILWAUKEE  BRANCH  OFFICE 
Railway  Exchange  Bldg. 

Suite  1100 

229  East  Wisconsin  Ave. 

Milwaukee,  WI  53202 
OVERSEAS 

DCAA  EUROPEAN  BRANCH  OFFICE 
APO  NY  09057 

Location:  Rhein  Main  AFB,  Germany 
DCAA  HONOLULU  BRANCH  OFFICE 
1311  Kaplolanl  Blvd. 

Room  601 

Honolulu,  HI  96814 
DCAA  PACIFIC  BRANCH  OFFICE 
North  Pier  Mizuho  Sanbashi 
Mizuho-Cho  Kanagawa-Ku 
Yokohama,  Japan 

MAIL:  Box  D,  APO  San  Francisco 
96503 
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ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  com¬ 
ponent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order  is¬ 
sued  pursuant  thereto,  the  relevant  records  in  the  system  of  records 
may  be  referred,  as  a  routine  use,  to  the  appropriate  agency,  whether 
federal,  state,  local  or  foreign,  charged  with  the  responsibility  of  in¬ 
vestigating  or  prosecuting  such  violation  or  charged  with  enforcing  or 
implementing  the  statute,  rule,  regulation  or  order  issued  pursuant 
thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN  REQUESTING  INFOR¬ 
MATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  information 
or  other  pertinent  information,  such  as  current  licenses,  if  necessary 
to  obtain  information  relevant  to  a  component  decision  concerning 
the  hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  gran¬ 
tor  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED  INFORMA¬ 
TION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee,  the  letting  of  aeon  tract,  or  the  issuance  of  a  license,  grant,  or 
other  benefit  by  the  requesting  agency,  to  the  extent  that  the  infor¬ 
mation  is  relevant  and  necessary  to  the  requesting  agency’s  decision 
on  the  matter. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF  DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  Depart¬ 
ment  of  Defense  if  necessary  and  relevant  for  the  performance  of  a 
lawful  function  such  as,  but  not  limited  to,  personnel  actions,  person¬ 
nel  security  actions  and  criminal  investigations  of  the  Component 
requesting  the  record. 

SI  1 1.1 1DCRA-AA 

System  name:  Atlanta  Personnel  Data  Bank  System. 

System  location:  Primary  System  -  Office  of  Civilian  Personnel, 
Employment  and  Management  Assistance  Division  (DCRA-EE), 
Defense  Contract  Adminstration  Services  Region  (DCASR)  Atlanta. 
Decentralized  Systems  -  Birmingham  District  Civilian  Personnel  Of¬ 
fice  and  Orlando  District  Civilian  Personnel  Office. 

Categories  of  individuals  covered  by  the  system:  Civilian  Personnel 
currently  employed  by  the  DCASR  Atlanta. 

Categories  of  records  in  the  system:  Data  on  current  position  occu¬ 
pied  by  employee,  data  on  employee’s  current  employment  status 
with  DSA,  training  data,  and  selected  personal  data,  including:  social 
security  account  number  (SSAN),  name,  sex,  date  of  birth,  age, 
physical  handicap,  Government  insurance,  veteran’s  preference,  mili¬ 
tary  reserve  status,  retired  military  status,  education,  and  whether  in¬ 
dividual  passed  the  Federal  Service  Entrance  Examination  or  Profes¬ 
sional  and  Administrative  Career  Examination. 

Authority  for  maintenance  of  the  system:  5  U.  S.  C.,Sec.  301,  302, 
E.O.10561. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  as  fol¬ 
lows:  Personnel  Alert  Register  -  As  suspense  list  for  Performance 
Appraisals,  Step  Increases,  Career  Status,  Save  Pay,  and  Leave 
Category  Change.  Accepted/Rejected  Transaction  List  •  Used  to 
check  and  make  correction  to  the  monthly  input  to  the  data  system. 
Retention  Register  -  Maintained  on  current  basis  reflecting  each  com¬ 
petitive  level  affected  by  a  reduction-in-force.  Rotation  Schedule  • 
Maintains  current  status  of  employees  occupying  positions  which 
require  continuous  contact  with  contractors.  Notification  of  Pay 
Change  -  Standard  Form  (SF)  1126  used  for  processing  pay  changes. 
A  copy  of  the  SF  1126  is  sent  to  the  Payroll  Office  for  use  in 
processing  the  pay  change.  Input  Cards  for  Headquarters  Defense 
Supply  Agency  (DSA)  Automated  Civilian  Personnel  Data  Bank 
System  -  Used  to  transmit  data  input  to  the  Headquarters  DSA  Auto¬ 
mated  Civilian  Personnel  Data  Bank  System,  which  system  uses  the 
data  to  prepare  reports  required  by  the  Executive,  Legislative  and 
Judicial  Branches  of  the  government,  and  to  provide  information  to 
officials  of  the  Defense  Supply  Agency  for  effective  personnel  ad¬ 
ministration.  All  segments  of  the  system,  except  as  noted  above,  are 
used  in  the  Office  of  Civilian  Personnel. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Computer  paper  printouts  filed  in  binders  and  stored  in 
file  cabinet  except  for  Notification  of  Pay  Changes,  distributed  as 
required  and  Input  Cards  and  magnetic  tape  which  are  stored  in  the 
Computer  Room  at  DCASR  Atlanta. 

Retrievability:  Filed  by  title  of  System  Component  and/or 
alphabetically  by  last  name  of  employee.  Records  on  magnetic  tape 
retrieved  by  SSAN. 

Safeguards:  Magnetic  tapes  are  maintained  in  a  tape  library  which 
are  accessible  only  to  authorized  personnel.  Computer  personnel  who 
process  the  reports  are  appropriately  cleared. 

Paper  records  are  maintained  in  files  in  the  Civilian  Personnel  Of¬ 
fice  in  areas  accessible  only  to  Civilian  Personnel  Office  employees. 
During  non-duty  hours,  the  Civilian  Personnel  Office  is  locked. 

Retention  and  disposal:  Records  are  maintained  for  three  months 
after  which  they  are  destroyed  (updated  reports  are  furnished 
monthly)  except  as  follows:  Notification  of  Pay  Changes  become  a 
permanent  record  in  the  Official  Personnel  Folder  and  Retention  Re¬ 
gister  is  destroyed  after  two  years  unless  an  appeal  is  pending. 

System  manager^)  and  address:  Civilian  Personnel  Officer,  DCASR 
Atlanta. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Employee  need  only  to 
supply  full  name  and  organization. 

Record  access  procedures:  Written  or  personal  requests  are  to  be 
directed  to  the  Office  of  Civilian  Personnel,  DCASR  Atlanta. 
Requesting  individual  should  be  able  to  certify  to  his/her  identity.  Of¬ 
ficial  mailing  address  is  contained  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  DSA  systems  notice. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Official  Personnel  Folder  and  other  per¬ 
sonnel  documents  activity  supervisors,  applications  and  forms 
completed  by  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
.  S1U.11DCRT-E 

System  name:  111.11  Defense  Contract  Administration  Services  Re¬ 
gion  (DCASR)  Dallas  Personnel 

System  location:  Office  of  Systems  and  Financial  Management 
(DCRT-F),  DCASR  Dallas. 

Categories  of  individuals  covered  by  the  system:  All  current  civilian 
employees  of  DCASR  Dallas.  Records  are  also  maintained  on  in¬ 
dividuals  who  have  left  the  employment  of  DCASR  Dallas  but  are 
deleted  in  no  more  than  12  months  from  the  time  the  individual 
leaves. 

Categories  of  records  in  the  system:  The  system  contains  the  follow¬ 
ing  information  on  each  individual:  Social  Security  number;  nature  of 
action  taken;  effective  date  of  action;  name;  sex;  date  of  birth; 
veterans’  preference;  tenure  group;  service  computation  date;  physi¬ 
cal  handicap  code;  group  life  insurance  coverage  information;  retire¬ 
ment  system  coverage;  reserve  status;  education;  eligibility  for  health 
benefits;  information  on  whether  the  individual  has  passed  the 
Federal  Service  Entrance  Examination;  type  of  appointment;  or¬ 
ganizational  functional  code;  quit  code;  employing  activity  code; 
whether  the  individual  is  retired  military;  title,  pay  plan,  series, 
grade,  step  of  current  position;  a  code  identifying  whether  the  in¬ 
dividual  is  a  supervisor;  organizational  code;  work  schedule;  salary; 
location  code;  pay  rate  determined;  academic  discipline,  educational 
level,  and  year  degree  attained;  submitting  office  number;  for  ex¬ 
military,  information  on  the  service,  the  component,  and  the  military 
pay  grade;  a  code  as  to  whether  the  individual  is  a  manager  or  not; 
for  retired  military  only-date  of  retirement  from  the  military;  position 
number;  due  date  for  next  within  grade  increase;  competitive  level 
and  competitive  area  for  reduction-  in-force  purposes;  information  as 
to  whether  veterans’  preference  is  applicable  for  reduction-in-force; 
date  of  last  Outstanding  Performance  Rating;  dates  of  last  position 
change  and  last  promotion;  information  on  mandatory  career  courses 
and  other  training  received;  and  information  on  performance  awards 
and  other  recognition  received. 

Authority  for  maintenance  of  the  system:  5U.S.C.,  Sec.  301,  302, 
2951,  2952,  2954,  E.O.  10561.  Provides  the  Management  Information 
System  required  of  Federal  agencies  in  Federal  Personnel  Manual 
(FPM)  Chapter  250,  Subchapter  1-4.  Provides  a  means  of  automating 
the  production  of  pay  change  notifications  and  reduction-in-force  in¬ 
formation  required  by  FPM  Chapter  293 


FEDERAL  REGISTER  VOL  40,  NO.  160 -MONDAY,  AUGUST  It,  1975 


36046 


DEPARTMENT  CF  DEFENSE 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  in  the 
system  is  collected  to  provide  recurring  and  one-time  reports  to 
DCASR  management  to  use  for  manpower  planning  purposes  and  for 
such  related  purposes  as  Upward  Mobility  and  Equal  Employment 
Opportunity.  The  system  is  also  used  to  provide  information  to  the 
individual  on  certain  records  maintained  on  him/her  in  the  system. 
The  users  of  the  system  are  limited  to  current  DCASR  employees; 
DCASR  operating  management;  and  Defense  Supply  Agency  (DSA) 
management.  Employees  use  the  information  in  the  system  to  deter¬ 
mine  current  benefits  accruing  to  them  from  Federal  employment  and 
similar  purposes.  Operating  management  uses  the  system  to  track  the 
performance  of  personnel  programs  and  to  do  effective  manpower 
planning.  The  Civilian  Personnel  Office  uses  the  system  to  obtain  in 
an  automated  form  reports  or  other  documents  already  provided  in  a 
manual  form. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  in  the  storage  are  maintained  on  magnetic  discs 
and/or  magnetic  tape.  Printouts  are  stored  in  file  drawers. 

Retrievability:  Records  may  be  retrieved  from  the  system  by 
matching  any  elements  of  data  in  any  record.  Normally  records  are 
retrieved  by  name,  social  security  number,  organizational  code,  posi¬ 
tion  identifiers. 

Safeguards:  The  system  can  be  accessed  only  by  programs 
prepared  by  the  Office  of  Systems  and  Financial  Management  and 
access  to  the  computer  room  is  tightly  controlled.  Printouts  are 
stored  in  locked  file  drawers  in  the  Office  of  Civilian  Personnel. 

Retention  and  disposal:  Tapes  used  to  create  the  current  tape  are 
erased  after  90  days.  Printouts  are  destroyed  when  superseded  by  an 
updated  printout. 

System  managers)  and  address:  Civilian  Personnel  Officer,  DCASR 
Dallas. 

Notification  procedure:  Individuals  can  determine  whether  the 
system  contains  records  pertaining  to  them  by  contacting  the 
SYSMANAGER.  Official  mailing  address  is  contained  in  the  Depart¬ 
ment  of  Defense  directory  in  the  appendix  to  the  DSA  systems 
notice.  Current  employees  of  the  DCASR  should  furnish  full  name 
and  social  security  number.  Former  employees  of  the  DCASR  should 
furnish  full  name,  social  security  number  and  title,  series  and  grade 
of  the  last  position  held  at  the  DCASR. 

For  personal  visits,  current  employees  of  the  DCASR  need  only 
identify  themselves  verbally;  former  DCASR  employees  need  to 
present  some  form  of  appropriate  identification  such  as  a  valid 
driver’s  license. 

Record  access  procedures:  Individuals  may  be  notified  how  to  gain 
access  to  any  record  by  contacting  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  All  information  in  the  system  is  taken 
from  documents  which  are  filed  in  the  employee’s  official  personnel 
folder. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S111.11DDTC-R 

System  name:  111.11  Local  Civilian  Personnel  Data  Bank 

System  location:  Office  of  Civilian  Personnel,  Defense  Depot  Tracy 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  currently  serviced  by  Defense  Depot  Tracy  Civilian  Person¬ 
nel  Office. 

Categories  of  records  in  the  system:  Data  on  current  position  occu¬ 
pied  by  employee;  data  on  employee’s  current  employment  status 
with  DSA,  training  data,  and  selected  personal  data,  including:  social 
security  account  number,  name,  sex,  date  of  birth,  physical  han¬ 
dicap,  Government  insurance,  veteran’s  preference,  military  reserve 
status,  retired  military  status,  education,  and  whether  individual 
passed  the  Federal  Service  Entrance  Examination  or  Professional 
and  Administrative  Career  Examination. 

Authority  for  maintenance  of  the  system:  5  U.S.C.,  Sec.  301,  302, 
E.O.  10561. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  maintained 
in  support  of  the  Civilian  Personnel  System  in  accordance  with  the 
Federal  Personnel  Manual.  Information  is  used  by  Civilian  Personnel 
Office  staff  and  employees'  supervisors  as  a  locator  file  of  all  em¬ 
ployees,  to  insure  personnel  actions  are  taken  on  timely  and  accurate 


basis,  to  prepare  one-time  statistical  reports  as  required,  to  establish 
seniority  rosters  to  identify  employees  for  changes  to  prime  shifts,  to 
establish  retention  registers  for  reduction-in-force  and  position  vacan¬ 
cies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Computer  paper  printouts,  magnetic  tape. 

Retrievability:  Information  identifiable  to  an  individual  is  accessed 
by  social  security  account  number  (SSAN). 

Safeguards:  Magnetic  tapes  are  kept  in  the  computer  room  which  is 
itself  a  security  container  with  locked  door  and  access  limited  to  per¬ 
sons  appropriately  cleared  and  identified.  Tapes  are  stored  in  a  tape 
library  when  not  used  in  processing.  Computer  personnel  who 
process  these  reports  are  appropriately  cleared.  Printouts  are  kept  in 
locked  storage  cabinets. 

Retention  and  disposal:  Computer  listings  destroyed  by  burning 
after  one  month. 

System  managers)  and  address:  Civilian  Personnel  Officer,  Defense 
Depot  Tracy. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  SYSMANAGER.  Official  mailing  address  is  con¬ 
tained  in  the  Department  of  Defense  directory  in  the  appendix  to  the 
Defense  Supply  Agency  systems  notice. 

Record  access  procedures:  Requests  should  be  addressed  to  the 
SYSMANAGER,  and  must  contain  full  name  and  SSAN.  Written 
requests  must  contain  a  return  address.  For  personal  visits,  the  in¬ 
dividual  should  be  able  to  provide  some  acceptable  identification, 
such  as  employing  office  identification  card. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Civilian  Personnel  Office  staff,  official 
personnel  folder. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
Slll.ilDESC-KER 

System  name:  Civilian  Personnel  and  Manpower  Control  System 

System  location:  Office  of  Civilian  Personnel,  Records  Group 
(DESC-KER),  DESC. 

Categories  of  individuals  covered  by  the  system:  All  civilian  person¬ 
nel  employed  at  Defense  Electronics  Supply  Center  (DESC)  under 
authorities  of  the  Civil  Service  Commission. 

Categories  of  records  in  the  system:  Information  relative  to  em¬ 
ployees  and  positions  to  which  assigned.  Included  in  the  system  are 
employee  and  position  data  such  as:  birth  date;  social  security 
number;  sex;  name;  citizenship;  veteran’s  preference;  tenure  group; 
service  computation  date;  handicap  codes;  federal  employee  group 
life  insurance  membership;  whether  covered  by  civil  service  retire¬ 
ment  or  social  security  act;  nature  and  effective  date  of  last  person¬ 
nel  action;  position  title  sequence  number,  position  title,  position 
number,  primary  skill,  reverse  code  for  grade,  civil  service  classifica¬ 
tion  series,  present  step  of  grade,  effective  date  of  last  equivalent  in¬ 
crease,  next  step  due  of  grade,  and  date  for  next  salary  step  in¬ 
crease;  number  of  quality  increases  received  and  effective  date  of 
last  quality  increase;  present  salary,  if  employee  holds  an  irregular 
salary  (saved  rate,  special  rate,  saved  pay);  organizational  symbol; 
operative  location  numbers;  competitive  level;  tenure  sub  group; 
retired  military;  highest  grade  previously  held;  performance  rating; 
date  of  last  grade  change;  education  level,  degree  and  major  and 
minor  area  of  study;  titles  of  years  of  service  award  due  and  due 
date;  federal  employee  health  benefits  carrier  and  enrollment  code; 
promotion  eligibility  code. 

Authority  for  maintenance  of  the  system:  E.O.  10561 . 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  maintained 
to  provide  current  data  in  the  functional  areas  of  high  grade  control; 
projected  service  award  presentations;  employment  by  occupation, 
grade,  and  organization;  manpower  skill  utilization;  health  benefit 
status;  retirement,  eligibility;  skills  listings;  organization  manning 
documents;  and  for  preparation  of  statistical  reports  required  by 
higher  authority. 

Information  is  used  by:  Security  Office  (DESC-WS)  as  a  ready 
reference  of  employees  and  unit  of  assignment.  Mail  and  Distribution 
Branch  (DESC-WAM)  as  a  ready  reference  of  employees  and  unit  of 
assignment.  Office  of  Planning  and  Management  (DESC-L)  for  high 
grade  control,  position  control,  skills  listings,  organizational  staffing, 
and  identification  of  employees  and  unit  of  assignment.  Office  of 
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Civilian  Personnel  (DESC-K)  to  identify  employees  by  name  and  so¬ 
cial  security  number;  reduction-in-force  actions;  handicap  place¬ 
ments;  processing  personnel  actions;  counseling  employees;  em¬ 
ployee  career  management  program;  high  grade  control;  notification 
of  supervisors  of  due  dates  for  service  awards  and  step  increases; 
ready  reference  of  employees  enrolled  in  Health  Benefit  or  Life  In¬ 
surance  programs;  ready  reference  for  number  of  years  of  service 
toward  retirement,  position  title  and  grade,  classification  series,  or¬ 
ganization  of  assignment,  current  salary,  competitive  level,  education 
level  and  area  of  study,  and  other  elements  of  data  in  the  file.  Data 
used  to  prepare  reports. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Data  is  stored  on  computer  magnetic  tapes  and  computer 
paper  printouts,  and  microfiche. 

Retrievability:  Information  can  be  accessed  and  retrieved  by  social 
security  account  number  only. 

Safeguards:  Records  are  maintained  in  such  a  manner  that  make 
them  available  only  to  DESC  authorized  personnel. 

Retention  and  disposal:  Data  on  individual  employees  is  automati¬ 
cally  deleted  from  the  entire  system  when  individual  separates  from 
DESC.  Paper  printouts  and  coding  sheets  are  retained  for  a  max¬ 
imum  of  six  months,  or  when  superseded,  and  then  destroyed. 

System  manageris)  and  address:  Director,  Civilian  Personnel  Office, 
(DESC-K)  Defense  Electronics  Supply  Center  (DESC). 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide 
name,  social  security  number,  end  periods(s)  of  employment  at 
DESC.  For  personal  visits,  the  individual  should  provide  some  ac¬ 
ceptable  identification. 

Record  access  procedures:  Individuals  should  contact  the 
SYSMANAGER. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  DSA  system  of  records  notice.  ‘ 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  .the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Information  from  system  is  extracted 
from  documents  located  in  Official  Personnel  Folder. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S111.11DSAH-K 

System  name:  111.11  Rotation  of  Employees  From  Foreign  Areas  and 
the  Canal  Zone 

System  location:  Staffing  and  Employee  Relations  Division,  Staff 
Director,  Civilian  Personnel,  Headquarters  Defense  Supply  Agency 
(HQ  DSA),  Cameron  Station,  Alexandria,  VA.  22314 

Categories  of  individuals  covered  by  the  system:  Employees  or 
former  employees  of  DSA  who  have  requested  extension  of  tour  of 
duty  in  Canal  Zone  and  foreign  areas  beyond  five  years,  or  for  whom 
management  has  made  such  a  request. 

Categories  of  records  in  the  system:  Files  include  requests  for  ex¬ 
tension  of  duty  in  Canal  Zone  and  foreign  areas,  request  letters, 
statements  as  to  need  or  justification  and,  when  management  initiates 
request,  statement  of  employee’s  consent.  Statement  of  approval  or 
disapproval  by  the  Staff  Director,  Civilian  Personnel,  HQ  DSA,  or 
his  Deputy  and  comments  by  the  staff  elements  as  appropriate. 

Authority  for  maintenance  of  the  system:  10USC  Sec.  1586;  Depart¬ 
ment  of  Defense  Instruction  1404.8. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  in 
determining  whether  extension  of  employee’s  overseas  tour  of  duty 
beyond  five  years  should  be  approved  or  disapproved.  Information  is 
used  by  HQ  DSA  Office  of  Civilian  Personnel  and  management  offi¬ 
cials  concerned  with  the  extension. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  employee’s  last  name. 

Safeguards:  Records  are  maintained  in  locked  filing  cabinets  in 
areas  accessible  only  to  Agency  personnel. 

Retention  and  disposal:  Records  are  retained  in  active  file  until  end 
of  calendar  year  and  held  one  to  three  additional  years  in  inactive  file 
and  subsequently  destroyed. 

System  managers)  and  address:  Staff  Director,  Civilian  Personnel, 
Headquarters  Defense  Supply  Agency,  Cameron  Station,  Alexandria, 
VA.  22314 


Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide  full 
name. 

Record  access  procedures:  Official  mailing  address  is  in  Department 
of  Defense  Directory  in  the  appendix  to  the  Defense  Supply  Agency 
systems  notice.  Written  requests  for  information  should  be  addressed 
to  the  SYSMANAGER  and  contain  the  full  name,  current  address 
and  telephone  numbers  of  the  individual.  For  personal  visits,  the  in¬ 
dividual  should  be  able  to  provide  some  acceptable  identification, 
that  is,  driver’s  license  or  employing  office  identification  card,  and 
give  some  verbal  information  could  be  verified  with  his  records. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Employee's  supervisors,  civilian  person¬ 
nel  offices  and  government  officials  or  other  parties  having  an  in¬ 
terest  in  the  employee’s  assignment. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S120.05  1DSAH-K 

System  name:  120.05  Schedule  and  Record  of  Overtime  Assignment 
and  Request 

System  location:  First  line  supervisor  or  other  supervisory  levels  in 
each  organizational  unit  where  a  formalized  overtime  record  is  main¬ 
tained.  The  record  is  not  maintained  by  all  supervisors  but  only  by 
those  who  need  such  a  record  or  where  such  a  record  is  required  by 
negotiated  labor  agreements. 

Categories  of  individuals  covered  by  the  system:  Any  civilian  em¬ 
ployee  in  those  organizational  segments  where  formalized  overtime 
records  are  kept  may  be  covered. 

Categories  of  records  in  the  system:  A  roster  of  civilian  personnel  in 
the  organizational  segment,  schedules  of  proposed  overtime,  dates 
overtime  was  offered,  record  of  whether  employee  accepted  the 
overtime  hours,  overtime  hours  and  dates  worked,  amount  of  work 
produced  during  the  overtime  hours,  and  other  information  directly 
related  to  overtime  usage. 

Authority  for  maintenance  of  the  system:  5  U.S.C.,  Sec.  301,302, 
and  5542,  Overtime  rates;  computation. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  by  the 
supervisor  to  assign  overtime  on  an  equitable,  or  rotational  basis  and 
to  plan  and  schedule  overtime  as  needed.  It  may  also  be  used  to 
determine  the  most  productive  of  overtime  workers.  May  be  shown 
to  employee  representatives,  such  as  unions,  to  demonstrate  nature 
and  equity  of  the  system. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  or  file  index  cards. 

Retrievability:  Filed  or  listed  by  employee  name  within  individual 
organizational  segments. 

Safeguards:  Records  are  maintained  in  locked  file  cabinets  under 
the  supervisor’s  control. 

Retention  and  disposal:  Records  are  destroyed  after  one  year  from 
the  last  date  of  overtime  usage. 

System  manager^)  and  address:  Office  of  Civilian  Personnel  of  the 
appropriate  Defense  Supply  Agency  (DSA)  Primary  Level  Field  Ac¬ 
tivity. 

Notification  procedure:  Individuals  may  determine  whether  or  not 
there  is  an  overtime  record  pertaining  to  them  by  request  to  their  im¬ 
mediate  supervisor  or  to  the  SYSMANAGER. 

Record  access  procedures:  Written  request  for  assistance  in  obtain¬ 
ing  access  to  information  should  be  directed  to  the  SYSMANAGER. 
Official  mailing  address  is  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  DSA  systems  notice.  For  personal  visits  to  the 
SYSMANAGER,  individual  should  be  able  to  provide  some  accepta¬ 
ble  identification  such  as  office  identification  card  or  driver’s  license. 
However,  inquiries  will  normally  be  made  to  the  immediate  super¬ 
visor  by  personal  visit. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  ami  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  The  individual  supervisors  and  others  in¬ 
volved  in  the  management  of  overtime  in  the  activity. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
SI 20.05  2DSAH-K 

System  name:  120.05  Supervisors’  Records  and  Reports  of  Employee 
Attendance  and  Leave. 
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System  location:  This  system  is  decentralized  by  organization  and 
geography  to  the  supervisory  level  at  all  Defense  Supply  Agency 
DSA)  field  activities  and  Headquarters  DSA.  All  records  described 
are  not  necessarily  maintained  by  all  supervisors. 

Categories  of  individuals  covered  by  the  system:  Employees  of  the 
Defense  Supply  Agency,  and  former  such  employees. 

Categories  of  records  in  the  system:  Schedule  of  planned  leave; 
record  of  sick  leave  and  annual  leave  and  other  types  of  leave  taken; 
record  of  tardiness,  absence  without  leave,  leave  without  pay,  ad¬ 
ministrative  leave,  and  other  absences  of  types  of  leave.  In  some 
cases  the  record  may  also  contain  notation  of  time  actually  present, 
time  on  temporary  duty  (TDY),  and  time  on  special  assignments  or 
temporary  assignments.  Record  may  be  kept  by  the  hour,  day,  week, 
pay  period,  quarter,  or  year.  While  records  maintained  in  accordance 
with  this  notice  are  all  'hard  copy’  or  manual  in  nature,  some  of  the 
records  may  be  produced  by  automated  data  processing  as  printouts 
from  automated  payroll  and  leave  accounting  systems  described 
under  other  notices. 

Authority  for  maintenance  of  the  system:  Chapter  63,  Title  S  United 

States  Code,  Leave. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Data  is  used  by  super¬ 
visors  and  by  civilian  personnel  office  staff  for  the  following  pur¬ 
poses:  Monitoring  sick  leave  use  and  detecting  patterns  of  attendance 
and  sick  leave  usage  which  may  be  indicators  of  problems  in  the  use 
of  leave  or  which  should  be  discussed  with  the  employee.  Scheduling 
annual  leave  in  an  organized,  fair  and  planned  way.  Identifying  em¬ 
ployees  who  may  be  congratulated  for  accumulation  of  sick  leave  or 
limited  use  of  sick  leave.  Preparing  statistical  reports  on  leave  use 
and  attendance  matters  and  for  statistical  evaluation  and  analysis  of 
leave  usage  patterns.  Posting  daily  leave  usage  onto  time  and  at¬ 
tendance  report  or  records  and  answering  employee  questions  on 
leave  charges. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem:  — 

Storage:  Paper  records  in  file  folders  or  binders  or  file  index  cards. 

Retrievability:  By  employee  name  within  organizational  segments, 
or  chronologically  by  some  time  period. 

Safeguards:  Any  part  of  the  records  containing  any  personal  or 
potentially  sensistive  data  are  maintained  in  locked  filing  cabinets  or 
supervisors’  locked  desks. 

Retention  and  disposal:  Records  are  kept  for  one  year  and  then 

destroyed. 

System  managers)  and  address:  Civilian  Personnel  Officer  at  each 
DSA  Primary  Level  Field  Activity. 

Notification  procedure:  Employees  who  wish  to  determine  what 
leave  records  are  being  maintained^  at  supervisory  or  personnel  office 
level  should  address  their  inquiries  to  their  immediate  supervisors  or 
to  the  primary  level  field  activity  office  of  civilian  personnel. 

Record  access  procedures:  Personal  requests  for  record  content 
should  be  made  to  the  immediate  supervisor  or  to  SYSMANAGER. 
Written  request  for  assistance  in  obtaining  access  should  be  directed 
to  the  SYSMANAGER,  and  should  contain  the  full  name  and  or¬ 
ganizational  location  of  the  employee.  Official  mailing  addresses  of 
the  SYSMANAGER  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  DSA  systems  notice.  For  personal  visits  to 
SYSMANAGER,  the  individual  should  provide  some  acceptable 
identification,  such  as  activity  identification  card  or  driver’s  license. 

Contesting  record  procedures:  The  agency  rules  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Payroll  office  and  payroll  records,  includ¬ 
ing  automated  payroU  systems,  employee’s  supervisors,  timekeepers, 
time  and  attendance  clerks,  leave  slips  (Standard  Form  71  or 
equivalent). 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S150.20DSAH-T 

System  name:  150.20  Security  Violations  Files 

System  location:  Primary  System  -  Reports  of  the  more  serious 
security  violations  involving  information  or  material  classified  in  the 
interests  of  national  defense:  Command  Security  Office,  Headquar¬ 
ters,  Defense  Supply  Agency  (HQ  DSA),  Decentralized  segments  - 
Above  files  plus  all  other  reports  of  security  violations:  DSA  Primary 
Level  Field  Activities  (PLFAs) 

Categories  of  individuals  covered  by  the  system:  Civilian  and  milita¬ 
ry  personnel  currently  or  formerly  employed  by  or  assigned  to  DSA, 


employees  of  Department  of  Defense  (DOD)  contractor  facilities, 
and  other  persons  who  may  be  involved  in  security  violations. 

Categories  of  records  in  the  system:  Reports  of  informal  and  formal 
administrative  inquiries,  investigations,  statements  of  witnesses, 
photographs,  and  related  papers  regarding  security  violations  pertain¬ 
ing  to  DSA  activities. 

Authority  for  maintenance  of  the  system:  E.O.  1 1652  which  pertains 
to  the  protection  of  information  and  material  classified  in  the  in¬ 
terests  of  national  defense.  DOD  Directive  5200.1-R. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  in  the 
system  is  used  by  Security  Officers  in  HQ  DSA  and  PLFA’s  for  the 
following: 

Determining  the  suitability  of  DSA  personnel  involved  in  security 
violations  to  have  continued  access  to  classified  information; 

Evaluating  the  safeguards  established  within  DSA  to  protect  clas¬ 
sified  information  and  material;  and 

Referring  violations  involving  Atomic  Energy  information  and 
those  in  which  espionage  is  suspected  to  the  Justice  Department  as 
required  by  law. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  name  of  any  individual  held 
to  be  responsible  for  the  violation. 

Safeguards:  Records  are  maintained  in  security  containers  with 
three  position  combination  locks  which  are  approved  by  the  General 
Services  Administration  for  storage  of  classified  information  and 
located  in  areas  accessible  only  to  DSA  security  personnel. 

Retention  and  disposal:  Normally,  records  are  retained  in  the  active 
file  two  years  after  all  aspects  of  the  case  are  closed  and  then 
destroyed.  Reports  concerning  violations  of  a  sufficiently  serious  na¬ 
ture  to  be  considered  felonies  are  retained  for  two  years  in  the  active 
file  and  then  held  eight  years  in  the  inactive  files  and  subsequently 
destroyed. 

System  manager! s)  and  address:  Command  Security  Officer,  HQ 
DSA;  Security  Officers, DSA  Primary  Level  Field  Activities. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individuals  must  provide 
their  full  names  and  the  identity  of  DSA  activity  at  which  the  viola¬ 
tion  occurred  as  well  as  the  date  of  its  occurrence. 

Record  access  procedures:  Official  mailing  addresses  of  the 
SYSMANAGER  are  in  the  DOD  Directory  in  the  appendix  to  the 
DSA  systems  notice.  Written  requests  for  information  should  contain 
the  full  name,  current  address  and  telephone  number  of  the  in¬ 
dividual  and  must  be  accompanied  by  a  notorized  statement  attesting 
to  the  identity  of  the  requestor  and  containing  the  following:  ’I  un¬ 
derstand  that  knowingly  and  willfully  seeking  or  obtaining  access  to 
records  about  another  individual  under  false  pretenses  is  punishable 
by  a  fine  of  up  to 

5,000  under  the  provisions  of  the  Privacy  Act  of  1974’.  For  per¬ 
sonal  visits,  the  individual  should  be  able  to  provide  some  acceptable 
identification,  that  is,  driver’s  license,  employing  office  identification 
card,  and  give  some  verbal  information  that  could  be  verified  with  - 
his  file.  If  the  requestor  cannot  present  suitable  evidence  of  identifi¬ 
cation  a  notorized  statement  similar  to  that  described  above  may  be 
required. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  appointed  to  conduct  administra¬ 
tive  inquiries,  informal  or  formal  investigations  as  well  as  reports 
from  DOD  or  other  federal  investigative  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  Any  reports 
classified  in  the  interest  of  National  Defense  maybe  exempt  by  sub¬ 
section  (k)  (5)  of  the  Act. 

S153.01  DSAH-T 

System  name:  153.01  Personnel  Security  Files 

System  location:  Primary  System  -  Investigatory  records  containing 
unfavorable  information  requiring  clearance  action  by  the  Defense 
Supply  Agency  (DSA)  Central  Clearance  Group  (CCG)  and  records 
pertaining  to  persons  involved  in  highly  sensitive  projects:  Command 
Security  Office,  Command  Security  Officer,  Headquarters  Defense 
Supply  Agency  (HQ  DSA). 

Decentralized  segments  -  above  files  plus  all  other  investigatory 
records:  Security  Officer,  DSA  Primary  Level  Field  Activities 
(PLFAs). 
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Categories  of  individaais  covered  by  the  system:  AU  civilian  em¬ 
ployees  and  military  personnel  who  have  been  the  Subject  of  a 
Background  Investigation  (BI)  or  Special  Background  Investigation 
(SBI)  pertaining  to  their  qualifications  for  access  to  classified  infor¬ 
mation. 

Categories  of  records  la  the  system:  Reports  of  investigations  con¬ 
ducted  by  the  Civil  Service  Commission  (CSC),  the  Federal  Bureau 
of  Investigation  (FBI),  the  Defense  Investigative  Service  (DIS),  the 
investigative  units  of  the  Army,  Navy  and  Air  Force,  and  other 
Federal  investigative  organizations.  Also,  evidence  of  security 
clearances  and  access  to  classified  information  granted  to  individuals 
and  certifications  of  security  briefings  and  debriefings  signed  by  in¬ 
dividuals. 

Authority  for  maintenance  of  the  system:  Executive  Order  (E.O.) 
10450,  as  amended,  which  was  issued  by  virtue  of  the  authority 
vested  in  the  President  by  Section  7532  of  Title  5,  United  States 
Code  and  other  statutes  enumerated  in  E.O.  10450. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  investigatory  reports 
are  used  by  appropriate  Security  Officers  and  Commanders  or  other 
designated  officials  as  a  basis  for  determining  a  person's  eligibility 
for  access  to  information  classified  in  the  interests  of  national 
defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Reports  are  filed  alphabetically  by  name,  date  and 
place  of  birth.  No  indices  are  used  to  retrieve  individual  records  from 
the  system. 

Safeguards:  Records  are  filed  in  security  containers'  with  three 
position  combination  locks  which  are  approved  by  the  General  Ser¬ 
vices  Administration  for  storage  of  classified  information  and  located 
in  areas  accessible  only  to  DSA  security  personnel. 

Retention  and  disposal:  Reports  are  retained  as  long  as  the  person 
is  employed  or  assigned  to  DSA.  After  the  person  leaves  DSA,  the 
reports  are  placed  in  an  inactive  file,  retained  for  two  years,  and  then 
destroyed  or  returned  to  the  agency  which  conducted  the  investiga¬ 
tion. 

System  manager(i)  and  address:  Command  Security  Officer,  HQ 
DSA;  Security  Officers  of  Primary  Level  Field  Activities. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGERS. 

Record  access  procedures:  Official  mailing  addresses  of  the 
SYSMANAGERS  are  in  the  Department  of  Defense  Directory  in  the 
appendix  to  the  DSA  systems  notice.  Written  requests  for  informa¬ 
tion  should  contain  the  full  name,  date  and  place  of  birth,  current  ad¬ 
dress  and  telephone  number  of  the  requestor.  For  personal  visits,  the 
requestor  must  be  able  to  provide  some  acceptable  identification  (i.e., 
driver’s  license,  parent’s  name,  identification  card,  date  and  place  of 
birth,  dates  and  place(s)  of  employment  with  DSA,  if  applicable). 
Written  requests  must  be  accompanied  by  a  notarized  statement  at¬ 
testing  to  the  requestor’s  identity  and  containing  the  following:  'I  un¬ 
derstand  that  knowingly  or  willfully  seeking  or  obtaining  access  to 
records  about  another  individual  under  false  pretenses  is  punishable 
by  a  fine  of  up  to 

5,000  under  the  provisions  of  the  Privacy  Act  of  1974.’ 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Reports  of  investigations  conducted  by 
the  CSC,  FBI,  DIS,  investigative  units  of  the  Army,  Navy,  and  Air 
Force,  as  well  as  other  Federal  investigative  organizations. 

Systems  exempted  from  certain  provisions  of  the  act:  (It  should  be 
noted  that  some  of  the  information  in  these  reports,  i.e.,  material 
which  is  classified  in  the  interests  of  national  defense  and  which 
would  reveal  the  identity  of  a  source  who  furnished  information  to 
the  Government  under  an  express  promise  that  the  identity  of  the 
source  would  be  held  in  confidence,  or,  prior  to  27  Sep  75  under  an 
implied  promise  that  the  identity  of  the  source  would  be  held  in  con¬ 
fidence,  are  exempt  from  disclosure  under  the  provisions  of  subsec¬ 
tion  k  (5)  of  the  Privacy  Act  of  1974.) 

S 153 JO  DSAH-T 

System  name:  153.20  Personnel  Security  Clearance  Status  -  CAP¬ 
STONE 

System  location:  Primary  System-Central  computer  programs  and 
files  maintained  at  the  Defense  Supply  Agency  Administrative  Sup¬ 
port  Center  (DSASC)  provide  a  central  index  for  information  regard¬ 


ing  the  personnel  security  clearance  status  of  civilian  employees  and 
military  personnel  within  DSA.  Ready  reference  listings  are  furnished 
by  DSASC  to  Defense  Supply  Agency  Primary  Level  Field  Activities 
(PLFAs)  and  to  Primary  Staff  Elements  (PSEs)  at  Headquarters 
(HQ)  DSA  concerning  personnel  under  their  jurisdiction. 

Categories  of  individuals  covered  by  the  system:  All  DSA  Civilian 
and  military  personnel  who  have  been  granted  a  security  clearance 
for  access  to  information  classified  in  the  intrests  of  national  securi¬ 
ty 

Categories  of  records  in  the  system:  Computer  listings  both 
alphabetically  in  the  form  of  a  Master  Capstone  File  (MASCAP)  and 
by  organization  in  the  form  of  a  Records  of  Access  Authorization 
and  Eligibility  (RACEL).  These  listings  provide  the  unit  Security  Of¬ 
ficer  with  complete  personnel  security  data  on  the  entire  unit  work 
force  and  the  Head  of  each  PLFA  and  HQ  PSE  a  roster  reflecting 
each  individual  who  has  been  authorized  access,  as  well  as  the  level 
of  access,  to  classified  information. 

Authority  for  maintenance  of  the  system:  Executive  Order  (E.O.) 
10450,  as  amended,  which  was  issued  by  virtue  of  the  authority 
vested  in  the  President  by  Section  7532  of  Title  5,  United  States 
Code  and  other  statutes  enumerated  in  E.O.  10450. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used  by 
Security  Officers  at  all  levels  as  well  as  other  appropriate  supervisors 
to  determine  whether  or  not  DSA  civilian  employees  or  military  per¬ 
sonnel  have  been  cleared  for  and/or  granted  access  to  classified  in¬ 
formation;  and,  if  so,  the  level  of  such  clearance  or  access. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders;  magnetic  tape;  computer 
print-out. 

Retrievability:  Identities  of  persons  whose  names  are  contained  in 
the  system  are  listed  in  the  MASCAP  and  RACEL  alphabetically.  All 
data  in  the  system  about  each  person  is  set  forth  next  to  the  person’s 
name. 

Safeguards:  Records  are  maintained  in  security  containers  with 
three  position  combination  locks  which  are  approved  by  the  General 
Services  Administration  for  storage  of  classified  information  and 
located  in  areas  accessible  only  to  DSA  security  personnel. 

Retention  and  disposal:  New  MASCAP  and  RACEL  listings  are 
published  monthly  and  old  listings  are  destroyed  immediately. 

System  managers )  and  address:  Security  Officer,  DSASC  and 
Security  Officers  of  all  PLFAs. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGERS. 

Record  access  procedures:  Official  mailing  addresses  of  the 
SYSMANAGERS  are  in  the  Department  of  Defense  Directory  in  the 
appendix  to  the  DSA  systems  notice.  Written  requests  for  informa¬ 
tion  should  contain  the  full  name,  current  address  and  telephone 
numbers  of  the  individual.  For  personal  visits,  the  individual  should 
be  able  to  provide  some  acceptable  identification,  such  as,  driver’s 
license,  employing  office  identification  card,  and  give  some  verbal  in¬ 
formation  that  could  be  verified  with  his  file. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGERS. 

Record  source  categories:  Certificates  of  clearance  and/or  record  of 
personnel  security  investigation  which  are  completed  during  a  review 
of  reports  of  investigation  conducted  by  the  Civil  Service  Commis¬ 
sion,  the  Federal  Bureau  of  Investigation,  the  Defense  Investigative 
Service,  and  investigative  units  of  the  Army,  Navy,  and  Air  Force, 
as  well  as  other  Federal  investigative  organizations.  Also,  personnel 
security  files  maintained  on  individuals. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S155.05  1DCAS-NS 

System  name:  155.05  Enrollment,  Registration  and  Course  Completion 
Record. 

System  location:  Defense  Industrial  Security  Institute  (DISI) 
Defense  General  Supply  Center  Richmond,  Virginia  23297 

Categories  of  individuals  covered  by  the  system:  U.S.  Government 
military  and  civilian  personnel  and  employees  of  industry  who  have 
attended  the  Industrial  Security  Basic  Course,  Industrial  Security 
Specialist  Course,  Industrial  Security  Career  Seminar,  Industrial 
Security  Executive  Seminar,  Information  Security  Management 
Course,  Industrial  Security  Management  Course  or  the  Industrial 
Facilities  Protection  Course. 
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Categories  of  records  ia  the  system:  Information  contained  in  the 
system  regarding  each  individual  includes:  name,  local  address  (while 
attending  school),  office  phone;  military  rank  or  GS  rating;  Social 
Security  Account  number;  position;  level  of  security  clearance;  duty 
station  or  employer's  address,  course(s)  attended;  name  and  mailing 
address  of  supervisor;  date  of  course;  class  standing;  final  grade; 
and,  whether  or  not  the  course  was  satisfactorily  completed. 

Authority  for  maintenance  of  the  system:  Presidential  Executive 
Order  10865.  Safeguarding  Classified  Information  Within  Industry. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpose:  of  such  uses:  This  system  exists  for 
record  purposes  only.  The  Defense  Industrial  Security  Institute  is  the 
sole  user.  • 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  system  is  maintained  on  5  x  8  file  cards. 

Retrievability:  The  system  is  maintained  and  accessed  alphabeti¬ 
cally. 

Safeguards:  Only  DISI  employees  are  authorized  access  to  the 
system  or  information  contained  therein.  The  records  are  maintained 
in  file  cabinets  within  a  locked  room.  The  building  is  patrolled  at  in¬ 
tervals  by  roving  patrols  on  foot  and  in  vehicles.  Access  to  the  mili¬ 
tary  installation  is  controlled  at  all  times. 

Retention  and  disposal:  The  records  in  this  system  are  retained  per¬ 
manently. 

System  managers)  and  address:  The  official  responsible  for  policies 
and  procedures  governing  this  system  is  the  Chief,  Office  of  Industri¬ 
al  Security,  DDCAS/DSA.  Operational  management  is  exercised  by 
the  Commandant,  Defense  Industrial  Security  Institute. 

Notification  procedure:  An  individual  who  wishes  to  be  notified  if 
the  system  contains  a  record  about  him  or  her  should  direct  a  request 
to  the  Commandant,  DISI,  Defense  General  Supply  Center, 
Richmond.  Virginia  23297.  Requests  must  contain  name  and  Social 
Security  Account  number.  If  known,  the  request  should  also  identify 
courses(s)  attended  and  the  inclusive  dates  of  the  course(s). 

An  individual  may  also  visit  DISI  to  determine  if  the  system  con¬ 
tains  a  record  about  him  or  her. 

For  visi’s  an  individual  must  present  proof  of  identity  such  as  birth 
certificate,  driver’s  license  or  employer  ID  (preferably  picture  type) 
and  proof  of  Social  Security  Account  number. 

Record  access  procedures:  An  individual  can  obtain  access  to  or  a 
copy  of  any  record  pertaining  to  him  or  her  by  directing  a  request  to 
the  Commandant,  DISI,  Defense  General  Supply  Center,  Richmond, 
Virginia  23297.  A  record  can  be  released  at  DISI,  Richmond.  Vir¬ 
ginia,  or  through  one  of  the  11  Regional  Offices  of  Industrial  Securi¬ 
ty  (OIS)  or  a  Field  Office  of  any  Regional  OIS.  A  release  will  take 
place  at  the  OIS  nearest  the  residence  or  place  of  employment  of  the 
requester.  The  11  Regional  OISs  are  located  in  Atlanta,  Boston, 
Chicago,  Cleveland,  Dallas,  Detroit,  Los  Angeles,  New  York,  San 
Francisco,  Philadelphia  and  St.  Louis. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER;  the  Chief,  OIS. 

Record  source  categories:  The  sources  of  information  contained  in 
the  system  are  the  employers  and  the  DISI. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S155.Q5  2DCAS-NS 

System  name:  Guest  Instructor  Introduction  Card  155.02  2 

System  location:  Defense  Industrial  Security  Institute  (DISI) 
Defense  General  Supply  Center  Richmond,  Virginia  23297 

Categories  of  individuals  covered  by  the  system:  System  contains  a 
record  of  any  individual  who  has  appeared  as  a  guest  speaker  at  the 
Defense  Industrial  Security  Institute  (DISI). 

Categories  of  records  in  the  system:  Information  m  this  system  in¬ 
cludes:  name;  date  of  guest  instructor’s  appearance;  position;  and 
biographical  (education,  employment,  etc.)  data. 

Authority  for  maintenance  of  the  system:  Presidential  Executive 
Order  10665,  Safeguarding  Classified  Information  Within  Industry. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  to  in¬ 
troduce  speakers  and  is  retained  as  a  record  of  the  speaker’s  par¬ 
ticipation.  DISI  is  the  sole  user. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  system  is  maintained  on  5  x  8  file  cards. 


Retrievability:  The  system  is  maintained  and  accessed  alphabeti¬ 
cally. 

Safeguards:  Only  DISI  employees  are  authorized  access  to  the 
system  or  information  contained  therein.  The  records  are  maintained 
in  file  cabinets  within  a  locked  room.  The  building  is  patrolled  at  in¬ 
tervals  by  roving  patrols  on  foot  and  in  vehicles.  Access  to  the  mili¬ 
tary  installation  is  controlled  at  all  times. 

Retention  and  disposal:  The  records  in  this  system  are  retained  per¬ 
manently. 

System  manageris)  and  address:  The  official  responsible  for  policies 
and  procedures  governing  this  system  is  the  Chief,  Office  of  Industri¬ 
al  Security,  DDCAS/DSA.  Operational  management  is  exercised  by 
the  Commandant,  Defense  Industrial  Security  Institute. 

Notification  procedure:  An  individual  who  wishes  to  be  notified  if 
the  system  contains  a  record  about  him  or  her  should  direct  a  request 
to  the  Commandant,  DISI,  Defense  General  Supply  Center. 
Richmond,  Virginia  23297.  Requests  must  contain  name  and  Social 
Security  Account  number.  If  known,  the  request  should  also  identify 
course(s)  attended  and  the  inclusive  dates  of  the  course(s).  An  in¬ 
dividual  may  also  visit  DISI  to  determine  if  the  system  contains  a 
record  about  him  or  her.  For  visits  an  individual  must  present  proof 
of  identity  such  as  birth  certificate,  driver’s  license  or  employer  ID 
(.preferably  picture  type)  and  proof  of  Social  Security  Account 
number. 

Record  access  procedures:  An  individual  can  obtain  access  to  or  a 
copy  of  any  record  pertaining  to  him  or  her  by  directing  a  request  to 
the  Commandant,  DISI,  Defense  General  Supply  Center,  Richmond, 
Virginia  23297.  A  record  can  be  released  at  DISI,  Richmond,  Vir¬ 
ginia,  or  through  one  of  the  1 1  Regional  Offices  of  Industrial  Securi¬ 
ty  (OIS)  or  a  Field  Office  of  any  Regional  OIS.  A  release  will  take 
place  at  the  OIS  nearest  the  residence  or  place  of  employment  of  the 
requester.  The  11  Regional  OISs  are  located  in  Atlanta,  Boston, 
Chicago,  Cleveland,  Dallas,  Detroit,  Los  Angeles,  New  York,  San 
Francisco,  Philadelphia  and  St.  Louis. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager,  the  Chief,  OIS. 

Record  source  categories:  Information  contained  in  this  system  is 
provided  by  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S155.53DCAS-NS 

System  name:  155.53  Industrial  Personnel  Security  Clearance  File 

System  location:  Defense  Industrial  Security  Clearance  Office, 
Defense  Construction  Supply  Center,  P.O,  Box  2499,  Columbus, 
Ohio  43216 

Categories  of  individuals  covered  by  the  system:  Employees  of 
Government  contractors  who  have  been  issued,  now  possess,  or  are 
in  process  for  personnel  security  clearances,  including  Overseas 
Security  Eligibilities. 

Categories  of  records  in  the  system:  Information  contained  in  each 
record  in  the  automated  portion  of  the  system  may  include:  name  of 
the  individual;  aliases;  maiden  name;  date  of  birth,  place  of  birth,  So¬ 
cial  Security  Account  number;  name  and  address  of  employer;  level 
of  security  clearance  granted;  date  security  clearance  granted;  type 
of  investigation;  date  of  investigation;  identity  of  investigating  agen¬ 
cy;  file  or  case  number;  location  of  file;  record  of  Communication 
Security  (COMSEC)  security  clearance  and  sequential  record  of 
security  clearance  terminations,  transfers  and  reinstatements. 

Information  contained  in  each  record  in  the  manual  portion  of  the 
system  may  contain  the  original  application  for  security  clearance 
(Personnel  Security  Questionnaire);  a  copy  of  the  personnel  security 
investigation;  a  record  of  security  clearance;  record  of  COMSEC 
security  clearance;  Overseas  Security  Eligibility;  foreign  travel  re¬ 
ports;  all  correspondence  concerning  the  processing  of  the  initial 
clearance,  termination,  reinstatement,  transfer,  emergency  suspen¬ 
sion,  revocation  or  denial  of  security  clearance;  adverse  information 
reports;  security  violation  reports;  and  internal  Government  cor¬ 
respondence  and  interoffice  memoranda  relative  to  the  security 
clearance  process. 

Authority  for  maintenance  of  the  system:  Presidential  Executive 
Order  10865,  Safeguarding  Classified  Information  Within  Industry. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  automated  portion  of 
the  system  is  retained  as  a  central  record  of  industrial  security 
clearances  granted.  Access  to  this  record  is  restricted  to  authorized 
Defense  Supply  Agency  employees.  The  Defense  Industrial  Security 
Clearance  Office  will  verify  security  clearance  status  only  to  cleared 


FCDfftAl  IEGISTH  VOL  40,  NO.  140— MONDAY,  AUGUST  10,  197S 


DEPARTMENT  OF  DEFENSE 


36051 


Department  of  Defense  contractors  and  authorized  Government 
agencies.  Alsoe  on  occasion,  the  clearance  record  may  be  used  to 
reconcile  security  clearance  records  maintained  by  the  individual’s 
employer. 

The  manual  portion  of  the  system  serves  as  a  central  repository  for 
all  hard  copy  material  concerning  an  applicant  for  industrial  security 
personnel  clearance.  All  information  contained  in  this  record  is  used 
to  back  up  the  security  clearance  determination.  The  manual  system 
also  contains  suspense  records  for  cases  in  adjudication  and  Over¬ 
seas  Security  Eligibility  control  records.  Access  to  this  record  is  per¬ 
mitted  only  to  personnel  of  the  Defense  Industrial  Security  Clearance 
Office  or  authorized  Federal  Government  investigative  agency  per¬ 
sonnel  during  an  official  investigation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  Records  are  maintained  in  computer  disc 
packs,  magnetic  tapes,  and  associated  data  processing  files  used  to 
initially  build  or  update  the  master  file.  The  individual  records  in  the 
manual  part  of  the  system  are  microfiche,  5  x  8  cards  and  hard  copy 
paper  records  maintained  in  file  folders. 

Retrievability:  Automated  records  are  accessed  by  individual  Social 
Security  Account  number.  Computerized  indices  are  required  to 
retrieve  records  from  the  system.  Manual  Records  are  accessed  by 
Social  Security  Account  number  or  alphabetically  by  name. 

Safeguards:  In  the  automated  part  of  the  system  special  codes, 
available  only  to  authorized  Defense  Supply  Agency  personnel,  are 
required  to  access  records  by  means  of  cathode  ray  tube  readers 
located  only  in  the  Defense  Industrial  Security  Clearance  Office  area. 
Access  to  the  manual  records  is  limited  to  authorized  personnel  of 
the  Defense  Industrial  Security  Clearance  Office.  The  Defense  Indus¬ 
trial  Security  Clearance  Office  area  is  on  a  military  controlled  instal¬ 
lation  and  segregated  from  other  Government  operational  areas.  All 
visitors  are  badged  and  escorted.  During  nonworking  hours  the  entire 
area  is  secured  and  protected  by  a  perimeter  alarm  system  and  roving 
guard  patrols,  motorized  and  on  foot. 

Retention  and  disposal:  The  automated  records  are  retained  for  25 
months  following  the  termination  of  a  security  clearance.  A  record 
concerning  an  individual  is  retained,  following  termination,  until  the 
individual  would  reach  the  chronological  age  of  80  years  in  those 
cases  where  adverse  information  is  existant  or  the  clearance  is  ter¬ 
minated  because  of  the  death  of  the  holder.  Destruction  is  accom¬ 
plished  through  degaussing  the  disc  pack  entry  or  magnetic  tape.  Re¬ 
tention  of  the  manual  records  is  authorized  for  30  years  after  the 
date  of  the  last  action;  however,  records  are  purged  10  years  after 
the  date  of  the  last  action.  Destruction  is  by  burning.  Microfiche 
records  are  updated  at  approximately  30-day  intervals  and  super¬ 
seded  records  are  burned. 

System  manager^)  and  address:  The  official  responsible  for  policies 
and  procedures  governing  this  system  is  the  Chief,  Office  of  Industri¬ 
al  Security,  Defense  Contract  Administration  Services,  Defense 
Supply  Agency.  Operational  management  of  the  system  is  exercised 
by  the  Chief,  Defense  Industrial  Security  Clearance  Office. 

Notification  procedure:  An  individual  who  wishes  to  be  notified  if 
the  system  contains  a  record  about  him  or  her  should  direct  the 
request  to  the  Chief,  Defense  Industrial  Security  Clearance  Office, 
Defense  Construction  Supply  Center,  P.  O.  Box  2499,  Columbus, 
Ohio  43216.  Requests  must  contain  the  full  name,  date  and  place  of 
birth  and  Social  Security  Account  number.  An  individual  may  also 
visit  the  Defense  Industrial  Security  Clearance  Office  to  determine  if 
the  system  contains  a  record  pertaining  to  him  or  her.  For  visits  to 
the  Defense  Industrial  Security  Clearance  Office  the  individual  must 
present  proof  of  identity  such  as  birth  certificate,  driver’s  license,  or 
employee  identification  card,  and  proof  of  Social  Security  Account 
number. 

Record  access  procedures:  An  individual  can  obtain  access  to  or  a 
copy  of  any  record  pertaining  to  him  or  her,  except  for  the  personnel 
security  investigation,  by  directing  a  request  to  the  Chief,  Defense 
Industrial  Security  Clearance  Office,  Defense  Construction  Supply 
Center,  P.O.  Box  2499,  Columbus,  Ohio  43216.  Requests  for  person¬ 
nel  security  investigations  will  be  promptly  referred  to  the  ap¬ 
propriate  investigative  agency  which  is  authorized  to  release  the 
record.  A  record  can  be  released  at  the  Defense  Industrial  Security 
Clearance  Office,  Columbus,  Ohio  or  through  one  of  the  11  Regional 
Offices  of  Industrial  Security  or  a  Field  Office  of  any  Regional  Of¬ 
fice  of  Industrial  Security.  A  release  will  take  place  at  the  Office  of 
Industrial  Security  nearest  the  residence  or  place  of  employment  of 
the  requester.  The  11  Regional  Offices  of  Industrial  Security  are 
located  in  Atlanta,  Boston,  Chicago,  Cleveland,  Dallas,  Detroit,  Los 
Angeles,  New  York,  San  Francisco,  Philadelphia  and  St.  Louis. 


Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager,  the  Chief,  Office 
of  Industrial  Security. 

Record  source  categories:  The  sources  of  information  contained  in  a 
record  are  the  employer  and  the  Defense  Investigative  Service  which 
is  responsible  for  conducting  personnel  security  investigations. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S160.50  DSAH-T 

System  name:  160.50  Criminal  Incidents/Investigations  file 

System  location:  Primary  System  -  case  files  on  all  incidents  of 
known  or  suspected  criminal  activity  or  other  serious  incidents  which 
may  arouse  local  or  national  news  media  or  Congressional  interest: 
Command  Security  Office,  Headquarters  Defense  Supply  Agency 
(HQ  DSA).  Decentralized  segments  -  above  files  plus  incidents  of 
minor  nature:  HQDSA  principal  staff  elements,  DSA  Primary  Level 
Field  Activities  (PLFA) 

Categories  of  individuals  covered  by  the  system:  Civilian  and  milita¬ 
ry  personnel  of  DSA,  contractor  employees,  and  other  persons  who 
committed  or  are  suspected  of  having  committed  a  felony  or 
misdemeanor  on  DSA  controlled  activities  or  facilities;  or  outside  of 
those  areas  in  cases  where  DSA  is  or  may  be  a  party  of  interest. 

Categories  of  records  in  the  system:  Reports  of  Investigation, 
messages,  statements  of  witness,  subjects  and  victims,  photographs, 
laboratory  reports  and  other  related  papers. 

Authority  for  maintenance  of  the  system:  Section  21,  Internal 
Security  Act  of  1950  (Public  Law  831,  81st  Congress)  DOD  Instruc¬ 
tion  5200.22,  Reporting  of  Security  and  Criminal  Violations,  and 
Memorandum  Deputy  Secretary  of  Defense  dated  7  May  1974,  which 
assigned  to  the  Director  of  DSA  the  responsibility  for  identifying  all 
DSA  activities  requiring  criminal  investigative  support  and  crime 
prevention  surveys,  provide  control  coordination  of  such  investiga¬ 
tion  and  surveys,  and  to  ensure  optimum  investigative  support  and 
mutual  exchange  of  relevant  information  between  participating  agen¬ 
cies. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  maintained 
for  the  purpose  of  monitoring  the  progress  of  investigations,  identifi¬ 
cation  of  crime  conducive  condition,  crime  and  loss  prevention,  and 
preparation  of  statistical  data  required  by  higher  authority.  Informa¬ 
tion  may  be  referred  to  local,  state,  or  federal  law  enforcement  agen¬ 
cies  when  the  information  indicates  a  violation  of  local,  state,  or 
federal  laws.  Information  is  used  by:  DSA  Security  personnel  -  to 
monitor  progress  of  cases,  develop  non-  personal  statistical  data  on 
crime  and  loss  incidence;  crime  and  loss  prevention  and  to  enable 
planning  of  required  criminal  investigative  support  for  the  future. 
DSA  counsel  -  review  of  cases  and  determination  of  proper  legal  ac¬ 
tion.  DSA  supervisors  and  managers  -  to  determine  actions  required 
to  correct  the  causes  of  losses,  and  to  take  appropriate  action  against 
DSA  employees  in  cases  of  their  involvement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records,  photographs,  laboratory  reports  in  file  fol¬ 
ders,  bound  logs  and  card  index  files. 

Retrievability:  Filed  chronologically  by  DSA  case  number  and 
cross  indexed  in  a  log  and  card  index  file.  Indexed  either  by  name  of 
the  individual  or  firm  involved,  when  such  are  known,  if  not  by  DSA 
activity  or  facility  having  primary  interest  in  the  case. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
DSA  security  personnel. 

Retention  and  disposal:  Records  are  destroyed  5  years  after  submit¬ 
tal  or  receipt  of  a  final  report  in  each  case  or  when  no  longer  needed, 
which  ever  is  later. 

System  managerfs)  and  address:  Command  Security  Officer,  DSA; 
Heads  of  PLFAs. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER 

Record  access  procedures:  Official  mailing  addresses  of  the 
SYSMANAGERS  are  in  the  Department  of  Defense  Directory  in  the 
appendix  to  the  DSA  systems  notice.  Written  requests  for  informa¬ 
tion  should  contain  the  full  name,  current  address  and  telephone 
numbers  of  the  individual.  For  personal  visits,  the  individual  should 
be  able  to  provide  some  acceptable  identification,  that  is,  driver’s 
license,  employing  office  identification  card,  and  give  some  verbal  in¬ 
formation  that  could  be  verified  with  the  file. 

Contesting  record  procedures:  DSA’s  rules  for  contesting  contents 
as  well  as  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 
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Record  source  categories:  Reports  of  investigation  by  DSA  Security 
Officers,  Federal,  State  and  Local  law  enforcement  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S161.20DSAH-T 

System  name:  161.20  Visitors  and  Vehicle  Temporary  Passes  and  Per¬ 
mits  File 

System  location:  Decentralized:  Documents  and  records  relating  to 
issue,  surrender,  withdrawal  of  temporary  visitor  and  vehicle  passes 
and  permits:  Heads  of  Defense  Supply  Agency  (DSA)  Primary  Level 
Field  Activities  (PLFA). 

Categories  of  individuals  covered  by  the  system:  All  persons  requir¬ 
ing  temporary  access  to  DSA  activities  and  facilities. 

Categories  of  records  in  the  system:  Applications,  surrendered 
passes,  permits,  and  related  papers  relating  to  temporary  visitor  and 
vehicle  passes  or  permits. 

Authority  for  maintenance  of  the  system:  Section  21  of  the  Internal 
Security  Act  1950  (Public  Law  831,  81st  Congress)  and  Department 
of  Defense  Directives  5200.8  and  5105.22  which  assign  to  the 
Director,  DSA  the  responsibility  for  protection  of  property  and  facili¬ 
ties  under  his  control. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  maintained 
to  provide  adequate  controls  on  movement  of  vehicles  and  persons 
on  DSA  activities  and  facilities.  Information  is  used  by  DSA  Security 
personnel:  To  ensure  that  only  authorized  persons  and  vehicles  enter 
DSA  activities  and  facilities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Papfcr  records,  applications,  surrendered  passes  and  per¬ 
mits.  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  name  and  by  expiration  date. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
DSA  personnel. 

Retention  and  disposal:  Destroy  6  months  after  expiration  date. 

System  managers)  and  address:  Security  Officers  at  PLFAs. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide  his 
full  name  and  identity  of  DSA  activity  to  which  access  was  granted; 
and  if  individual  is  or  was  a  DSA  employee,  identity  of  employing 
DSA  activity. 

Record  access  procedures:  Official  mailing  addresses  of  the 
SYSMANAGERS  are  in  the  DoD  Directory  in  the  appendix  to  the 
DSA  systems  notice.  Written  requests  for  information  should  contain 
the  full  name,  current  address  and  telephone  number  of  the  in¬ 
dividual.  For  personal  visits,  the  individual  should  be  able  to  provide 
some  acceptable  identification,  such  as,  driver’s  license,  employing 
office  identification  card,  and  give  some  verbal  information  that 
could  be  verified  from  his  file. 

Contesting  record  procedures:  DSA's  rules  for  contesting  contents 
and  appealing  initial  determinations  by  the  individual  concerned  may 
be  obtained  from  the  SYSMANAGERS. 

Record  source  categories:  Individuals  applying  for  passes  or  permits 
and  Security  Office  personnel. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S161.25DSAH-T 

System  name:  161.25  Individual  Access  Files 

System  location:  Decentralized:  Documents  relating  to  the  request 
for  authorization,  issue,  receipt,  surrender,  withdrawal  and  accounta¬ 
bility  pertaining  to  identification,  badges,  cards  and  passes:  Heads  of 
Primary  Level  Field  Activities  (PLFAs)  of  the  Defense  Supply  Agen¬ 
cy  (DSA). 

Categories  of  individuals  covered  by  the  system:  DSA  civilian  and 
military  personnel,  contractor  employees,  and  other  individuals 
granted  or  denied  access  to  DSA  activities  and  installations. 

Categories  of  records  in  the  system:  Application  forms,  photo¬ 
graphs,  letters  of  debarment,  and  related  papers. 

Authority  for  maintenance  of  the  system:  Section  21  of  the  Internal 
Security  Act  1950  (Public  Law  831,  81st  Congress)  and  Department 
of  Defense  (DoD)  Directives  5200.8  and  5105.22  which  assign  to  the 
Director,  DSA  the  responsibility  for  protection  of  property  and  facili¬ 
ties  under  his  control. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  maintained 
and  used  by  DSA  and  DoD  security  personnel  and  General  Service 


Administration  Protective  Service  personnel  to  adequately  control  ac¬ 
cess  to,  and  movement  on  DSA  activities  and  facilities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  index  cards. 

Retrievability:  Filed  alphabetically  by  name. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  DSA  personnel. 

Retention  and  disposal:  Records  are  destroyed  1  year  after  termina¬ 
tion  or  transfer  of  person  granted  access,  except  that  individual 
badges,  photographs  or  passes  will  be  destroyed  upon  revocation, 
cancellation,  or  expiration.  Records  relating  to  persons  barred  from  a 
facility  will  be  destroyed  5  years  after  the  person  is  notified  he  is 
barred  from  an  activity  or  installation. 

System  manager(s)  and  address:  Security  Officers  of  PLFAs. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  appropriate  SYSMANAGER. 

Record  access  procedures:  Official  mailing  addresses  of 
SYSMANAGERS  are  in  the  DoD  Directory  in  the  appendix  to  the 
DSA  systems  notice.  Written  requests  for  information  should  contain 
the  full  name,  current  address  and  telephone  numbers  of  the  in¬ 
dividual.  For  personal  visits,  the  individual  should  be  able  to  provide 
some  acceptable  identification,  that  is,  driver^  license,  employing  of¬ 
fice  identification  card,  and  give  some  verbal  information  that  could 
be  verified  from  his  file. 

Contesting  record  procedures:  DSA’s  rules  for  contesting  contents 
of  records  and  appealing  initial  deterdinations  regarding  access  may 
be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individuals  applying  for  identification 
badge,  card,  or  pass,  security  personnel,  and  Commanders  who  bar 
persons  from  access  to  their  activities  or  installations. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S161 JODSAH-T 

System  name:  161.30  Motor  Vehicle  Registration  Files 

System  location:  Decentralized:  Documents  and  records  relating  to 
permanent  registration  of  private  vehicles  to  include  commercial 
vehicles:  Defense  Supply  Agency  (DSA)  Primary  Level  Field  Activi¬ 
ties  (PLFA). 

Categories  of  individuals  covered  by  the  system:  DSA  civilian  and 
military  personnel,  contractor  employees,  vendors,  and  other  persons 
requiring  use  of  private  vehicles  on  DSA  activities  or  facilities. 

Categories  of  records  in  the  system:  Application  forms  and  related 
papers. 

Authority  for  maintenance  of  the  system:  National  Highway  Safety 
Act  of  1966  and  National  Highway  Safety  Program  Standards,  which 
direct  such  programs  as  vehicle  traffic  supervision,  periodic  motor 
vehicle  inspections,  pedestrian  safety,  ptriice  traffic  services  and 
records,  accident  investigation  and  reporting. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  maintained 
to  provide  adequate  controls  on  movement  of  privately  owned  motor 
vehicles  on  DSA  activities  and  facilities,  consistent  with  safety  and 
applicable  traffic  regulations. 

Information  is  used  by  DSA  Security  personnel  to  ensure  that  only 
authorized  vehicles  enter  DSA  facilities  and  activities  and  that  those 
vehicles  carry  required  liability  insurance.  Also,  to  plan  for  additions 
or  reductions  in  parking  requirements  and  to  be  able  to  identify  vehi¬ 
cles  and  their  owners  by  decal  number  in  the  event  of  emergency  or 
traffic  problems. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders,  application  cards,  and  on 
some  activities  logs  containing  accountability  for  decals. 

Retrievability:  Filed  alphabetically  by  last  name  and  cross- 
referenced  by  decal  number. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
DSA  security  personnel. 

Retention  and  disposal:  Destroy  upon  normal  expiration  or  3  years 
after  revocation  of  registration. 

System  managers)  and  address:  Heads  of  PLFAs  which  are  respon¬ 
sible  for  the  installation  on  which  they  are  located. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide  full 
name  and  name  of  DSA  activity  at  which  registration  occurred;  or  if 
individual  is  or  was  a  DSA  employee,  name  of  employing  activity  is 
also  required.  '> 
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Record  tcctn  procedures:  Official  mailing  addresses  of  the 
SYSMANAGERS  are  in  the  Department  of  Defence  Director  in  the 
appendix  to  the  DSA  systems  notice.  Written  requests  for  informa¬ 
tion  should  contain  the  full  name,  current  address  and  telephone 
numbers  of  the  individual.  For  personal  visits,  the  individual  should 
be  able  to  provide  some  acceptable  identification,  that  is,  driver’s 
license,  employing  office  identification  card,  and  give  some  verbal  in¬ 
formation  that  could  be  verified  with  his  ’case’  folder. 

Contesting  record  procedures:  DSA  rules  for  contesting  contents 
and  appealing  initial  determinations  by  the  individual  concerned  may 
be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Information  provided  by  the  applicant 
and  DSA  security  personnel 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S161.40DSAH-T 

System  name:  161.40  Vehicle  Accident  Investigation  Files 

System  location:  Decentralized:  Reports,  sketches,  photographs,  al¬ 
cohol  test  reports,  and  related  papers  concerning  traffic  accident  in¬ 
vestigations:  Heads  of  Defense  Supply  Agency  (DSA)  Primary  Level 
Field  Activities  (PLFA). 

Categories  of  individuals  covered  by  the  system:  Any  person  in¬ 
volved  in  a  vehicle  traffic  accident  on  property  controlled  by  DSA  or 
operating  a  DSA  vehicle. 

Categories  of  records  in  the  system:  Reports,  sketches,  photographs, 
medical  reports  and  related  papers. 

Authority  for  maintenance  of  the  system:  National  Highway  Safety 
Act  of  1966  and  National  Highway  Safety  Program  Standards,  which 
direct  such  programs  as  vehicle  traffic  supervision,  periodic  motor 
vehicle  inspections,  pedestrian  safety,  police  traffic  services  and 
records,  accident  investigation  and  reporting. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  maintained 
for  purposes  of  accident  -  cause  identification  and  to  formulate  ac¬ 
cident  prevention  programs  for  improvement  in  traffic  patterns  and 
for  preparation  of  statistical  reports  required  by  higher  authority. 

Information  is  used  by: 

Security  Officers  and  DSA  Police:  To  determine  actions  required 
to  correct  the  cause  of  the  accident. 

Safety  Officers:  In  cases  involving  personal  injury.  To  provide 
verification  in  processing  workmen’s  compensation  cases. 

Claims  Officers:  To  determine  validity  of  claims  against  U.S. 
Government,  when  such  are  filed  by  a  person  involved  in  an  ac¬ 
cident.  Federal  Law  Enforcement  Agencies:  (In  cases  involving 
fatalities  or  serious  hit  and  run  accidents.)  To  investigate,  identify 
suspects,  and  to  determine  if  criminality'  or  criminal  negligence  was 
involved. 

Medical  personnel  both  government  and  non-government  to  make 
medical  determinations  about  individuals  involved  in  accidents. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders,  photographs. 

Retrievability:  Filed  alphabetically  by  last  name  of  person  in¬ 
volved,  when  known,  or  by  victims  name  or  by  police  report  number 
in  unsolved  hit  and  run  cases. 

Safeguards:  Records  are  maintained  in  areas  accessible  "only  to 
DSA  personnel. 

Retention  and  disposal:  Destroy  after  2  years,  except  that  docu¬ 
mentation  pertinent  to  claims  will  be  maintained  for  10  years  after 
final  settlement. 

System  managers)  and  address:  Heads  of  PLFAs  who  are  responsi¬ 
ble  for  the  DSA  installation  or  vehicle  involved. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide  full 
name  and  name  of  DSA  activity  at  which  accident  occurred;  or  if  in¬ 
dividual  is  or  was  a  DSA  employee,  name  of  employing  activity  is 
also  required. 

Record  access  procedures:  Official  mailing  addresses  of  The 
SYSMANAGER  are  in  the  Department  of  Defense  Directory  in  the 
appendix  to  the  DSA  systems  notice.  Written  requests  for  informa¬ 
tion  should  contain  the  full  name,  current  address  and  telephone 
numbers  of  the  individual.  For  personal  visits,  the  individual  should 
be  able  to  provide  some  acceptable  identification,  that  is,  driver’s 
license,  employing  office  identification  card,  and  give  some  verbal  in¬ 
formation  that  could  be  verified  from  his  file. 

Contesting  record  procedures:  DSA’s  rules  for  contesting  contents 
and  appealing  initial  determinations  by  the  individual  concerned  may 
be  obtained  from  the  SYSMANAGER. 


Record  source  categories:  DSA,  Department  of  Defense,  General 
Services  Administration  Police,  Federal  Law  Enforcement  Agencies, 
Medical  facilities. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S161.50DSAH-T 
System  name:  161.50  Traffic  Violations  File 

System  location:  Decentralized:  Documents  relating  to  traffic  cita¬ 
tions  for  moving  and  non-moving  violations,  withdrawal  of  driving 
privileges  and  related  papers:  Defense  Supply  Agency  (DSA)  Primary 
Level  Field  Activities  (PLFA). 

Categories  of  individuals  covered  by  the  system:  Ail  persons  who 
commit  a  traffic  violation  on  DSA  controlled  property. 

Categories  of  records  in  the  system:  Department  of  Defense  (DoD) 
traffic  tickets,  documents  relating  to  withdrawal  of  driving  privileges, 
and  reports  of  corrective  or  disciplinary  action  taken. 

Authority  for  maintenance  of  the  system:  National  Highway  Safety 
Act  of  1966  and  National  Highway  Safety  Program  Standards,  which 
direct  such  programs  as  vehicle  traffic  supervision,  periodic  motor 
vehicle  inspections,  pedestrian  safety,  police  traffic  services  and 
records,  accident  investigation  and  reporting. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  maintained 
to  identify  traffic  offenders,  to  enforce  applicable  traffic  regulations 
and  to  promote  safety.  Information  is  used  by: 

DSA  Security  Officers  DSA  and  DoD  To  identify  traffic  viola¬ 
tions,  to  enforce  applicable  traffic  regulations,  to  promote  safety  and 
to  initiate  corrective  or  disciplinary  action  against  the  offenders. 

DSA  supervisors  and  managers  -  to  take  corrective  or  disciplinary 
action  against  offenders  under  their  supervision. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records,  ticket  books,  card  index  files. 

Retrievability:  Filed  alphabetically  by  last  name  of  the  offender, 
and  cross-indexed  by  ticket  number. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
DSA  personnel. 

Retention  and  disposal:  Destroyed  after  2  years. 

System  managers)  and  address:  Heads  of  PLFA’s  which  have 
responsibility  for  managing  traffic  on  the  installation. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide  full 
name  and  name  of  DSA  activity  at  which  violation  occurred;  or  if  in¬ 
dividual  is  or  was  a  DSA  employee,  name  of  employing  activity  is 
also  required. 

Record  access  procedures:  Official  mailing  addresses  of  the 
SYSMANAGER  are  in  the  DoD  Director  in  the  appendix  to  the 
DSA  systems  notice.  Written  requests  for  information  should  contain 
the  full  name,  current  address  and  telephone  numbers  of  the  in¬ 
dividual.  For  personal  visits,  the  individual  should  be  able  to  provide 
some  acceptable  identification,  that  is,  driver’s  license,  employing  of¬ 
fice  identification  card,  and  give  some  verbal  information  that  could 
be  verified  from  his  file. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER.  * 

Record  source  categories:  DSA,  DoD  Security  Police  and  traffic  of¬ 
fenders. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S161.60DSAH-T 

System  name:  161.60  Seizure  and  Disposition  of  Property  Records 

System  location:  Decentralized  •  Documents  pertaining  to  acquisi¬ 
tion,  storage  and  disposition  of  contraband  and  physical  evidence: 
Defense  Supply  Agency  (DSA),  Primary  Level  Field  Activities 
(PLFAs). 

Categories  of  individuals  covered  by  the  system:  Any  person 
identified  on  DSA  controlled  property,  as  being  in  possession  of  con¬ 
traband  or  physical  evidence  connected  with  criminal  offense. 

Categories  of  records  in  the  system:  Receipts,  chain  of  custody 
documents,  release,  and  disposition  or  destruction  certificates. 

Authority  for  maintenance  of  the  system:  Section  21  of  the  Internal 
Security  Act  1950  (Public  Law  831,  81st  Congress)  and  Department 
of  Defense  (DoD)  Directives  5200.8  and  5105.22  which  assign  to  the 
Director,  DSA  the  responsibility  for  protection  of  property  and  facili¬ 
ties  under  his  control. 
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Routine  uses  ot  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  maintained 
and  used  by  DSA  security  personnel  to  provide  accountability  for 
confiscated  contraband  and  acquired  physical  evidence.  To  maintain 
chain  of  custody  on  evidence  for  presentation  in  court  in  cases 
requiring  criminal  prosecution.  Information  will  be  provided  to  local, 
state,  and  federal  law  enforcement  agencies  and  courts  of  competent 
jurisdiction  when  criminal  action  is  being  taken. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  files  and  property  logs. 

Retrievability:  Filed  by  property  log  number,  and  last  name,  if  a 
person  has  been  identified  in  the  particular  case;  by  incident  number 
if  property  was  found  on  the  premises  or  recovered  from  a  crime 

scene. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
DSA  personnel. 

Retention  and  disposal:  Destroy  3  years  after  final  action  on  or 
disposition  of  the  property  and  responsibility  therefore  has  been  ap¬ 
propriately  terminated. 

System  managerfs)  and  address:  Heads  of  PLFAs  who  are  responsi¬ 
ble  for  investigating  suspected  criminal  acts. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER. 

Record  access  procedures:  Official  mailing  addresses  of  the 
SYSMANAGER  are  in  the  DoD  Directory  in  the  appendix  to  the 
DSA  systems  notice.  Written  requests  for  information  should  contain 
the  full  name,  current  address  and  telephone  numbers  of  the  in¬ 
dividual.  For  personal  visits,  the  individual  should  be  able  to  provide 
some  acceptable  identification,  that  is,  driver’s  license,  employing  of¬ 
fice  identification  card,  and  give  some  verbal  information  that  could 
be  verified  from  his  file. 

Contesting  record  procedures:  DSA’s  rules  for  contesting  contents 
and  appealing  initial  determinations  by  the  individual  concerned  may 
be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individuals  involved,  security  personnel, 
local,  state  and  Federal  Law  Enforcement  Agencies  and  DoD  in¬ 
vestigative  agencies  providing  support  to  DSA. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S161.70DSAH-T 

System  name:  161.70  Firearms  Registration  Records 

System  location:  Decentralized  -  Firearms  registration  forms: 
Defense  Supply  Agency  (DSA),  Primary  Level  Field  Activities 
(PLFAs). 

Categories  of  individuals  covered  by  the  system:  Civilian  and  milita¬ 
ry  personnel  having  privately  owned  firearms  and  occupying  quarters 
on  DSA  controlled  activities  or  facilities. 

Categories  of  records  in  the  system:  Firearms  registration  forms, 
and  other  documents  relating  to  registration  of  privately  owned 
firearms. 

Authority  for  maintenance  of  the  system:  Section  21  of  the  Internal 
Security  Act  1950  (Public  Law  831,  81st  Congress)  and  Department 
of  Defense  DoD  Directives  5200.8  and  5105.22  which  assign  to  the 
Director,  DSA  the  responsibility  for  protection  of  property  and  facili¬ 
ties  under  his  control. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  maintained 
to  ensure  proper  maintenance  and  safekeeping  of  privately  owned 
weapons  by  personnel  residing  on  DSA  controlled  property.  Informa¬ 
tion  is  used  by  DSA  Security  personnel  to  ensure  proper  main¬ 
tenance  and  safekeeping  of  privately  owned  weapons  by  personnel 
residing  on  DSA  controlled  premises.  Records  are  also  used  to  identi¬ 
fy  the  owner  of  a  particular  weapon  by  DoD  security  personnel, 
local,  state,  and  federal  law  enforcement  agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  the  owner  of 
the  firearm. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
DSA  personnel. 

Retention  and  disposal:  Destroy  6  months  after  cancellation  of  re¬ 
gistration  or  departure  of  the  registrant  from  the  jurisdiction  of  the 
registering  activity. 

System  managers)  and  address:  Heads  of  PLFAs  who  are  responsi¬ 
ble  for  base  housing  on  a  DSA  installation. 


Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide  full 
name  and  identity  of  DSA  installation  upon  which  he  resided. 

Record  access  procedures:  Official  mailing  addresses  of 
SYSMANAGER  are  in  the  DoD  Directory  in  the  appendix  to  the 
DSA  systems  notice.  Written  requests  for  information  should  contain 
the  full  name,  current  address  and  telephone  numbers  of  the  in¬ 
dividual.  For  personal  visits,  the  individual  should  be  able  to  provide 
some  acceptable  identification,  that  is,  driver’s  license,  employing  of¬ 
fice  identification  card,  and  give  some  verbal  information  that  could 
be  verified  from  his  file. 

Contesting  record  procedures:  DSA’s  rules  for  contesting  contents 
and  appealing  initial  determinations  by  the  individual  concerned  may 
be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Persons  registering  firearms,  and  DSA 
security  personnel. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S162.60DSAH-T 
System  name:  162.60  Police  Force  Records 

System  location:  Decentralized  -  Documents  relating  to  the  opera¬ 
tion  and  use  of  security  police:  Defense  Supply  Agency  (DSA)  Pri¬ 
mary  Level  Field  Activities  (PLFAs). 

Categories  of  individuals  covered  by  the  system:  DSA  Security  Po¬ 
lice  personnel. 

Categories  of  records  in  the  system:  Documents  relating  to  operation 
and  use  of  police,  security  clearances,  weapons  qualification,  train 
ing,  uniforms,  weapons,  shift  assignments  and  related  papers. 

Authority  for  maintenance  of  the  system:  Section  21  of  the  Internal 
Security  Act  1950  (Public  Law  831,  81st  Congress)  and  Department 
of  Defense  (DoD)  Directives  5200.8  and  5105.22  which  assign  to  the' 
Director,  DSA  the  responsibility  for  protection  of  property  and  facili¬ 
ties  under  his  control. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  maintained 
and  used  by  DSA  Security  Officers  and  Police  Supervisors  to  main¬ 
tain  control  of  property,  weapons  and  ammunition;  to  ensure  proper 
training;  to  develop  schedules  and  procedures  to  improve  efficiency. 
Records  are  used  to  determine  if  an  individual  is  qualified  in  the  use 
of  firearms  and  if  he  has  a  security  clearance  which  would  authorize 
him  to  handle  classified  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders,  weapon  cards,  and  property 
receipts. 

Retrievability:  Filed  in  alphabetical  order  by  name. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
DSA  security  supervisory  personnel. 

Retention  and  disposal:  Destroy  after  5  years  or  when  superseded 
or  obsolete,  as  applicable. 

System  manager(s)  and  address:  Heads  of  PLFAs  who  are  responsi¬ 
ble  for  the  operation  of  base  or  facility  security  forces. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER. 

Record  access  procedures:  Official  mailing  addresses  of  the 
SYSMANAGERS  are  in  the  DoD  Directory  in  the  appendix  to  the 
DSA  systems  notice.  Written  requests  for  information  should  contain 
the  full  name,  current  address  and  telephone  numbers  of  the  in¬ 
dividual.  For  personal  visits,  the  individual  should  be  able  to  provide 
some  acceptable  identification,  that  is,  driver’s  license,  employing  of¬ 
fice  identification  card,  and  give  some  verbal  information  that  could 
be  verified  from  his  file. 

Contesting  record  procedures:  DSA’s  rules  for  contesting  contents 
and  appealing  initial  determinations  by  the  individual  concerned  may 
be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  DSA  Security  Officers  and  Security  Po¬ 
lice  personnel. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S214.10DCRN-MA 

System  name:  214.10  Emergency  Transportation  of  Essential  Person¬ 
nel 

System  location:  Plans  and  Analysis  Division,  Office  of  Planning 
and  Management,  Defense  Contract  Administration  Services  Region, 
New  York  (DCASR,  N.Y.) 
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Categories  of  individuals  covered  by  the  system:  Essential  civilian 
and  military  personnel  assigned  to  Headquarters  DCASR,  N.Y.  and 
HQ  Defense  Contract  Administration  Services  District,  New  York 
(DCASD,  NY.)  who  would  require  transportation  to  their  duty  sta¬ 
tion  in  the  event  of  a  disruption  of  public  transportation  in  New  York 
City  caused  by  any  reason. 

Categories  of  records  in  the  system:  Data  pertaining  to  designated 
essential  personnel  which  includes:  full  name,  organization  of  assign¬ 
ment,  home  address.  Postal  Zone  Improvement  Plan  (ZIP)  Code, 
home  and  office  telephone  numbers,  indication  of  ownership  of  a 
private  vehicle,  indication  of  possession  of  a  valid  State  drivers 
license,  indication  of  possession  of  a  valid  United  States  (US) 
government  drivers  license,  indication  of  whether  an  individual 
would  or  would  not  drive  their  privately  owned  vehicle  in  a  car  pool, 
indication  whether  an  individual  would  or  would  not  drive  a  US 
government  vehicle  in  a  car  pool,  indication  of  individual’s  normal 
means  of  transportation  to  their  duty  station. 

Authority  for  maintenance  of  the  system:  Executive  Order  11490, 
Assigning  Emergency  Preparedness  Functions  to  Federal  Depart¬ 
ments  and  Agencies,  directs  departments  and  agencies  of  the  Federal 
Government  to  develop  such  plans  as  may  be  necessary  to  assure 
that  it  will  be  able  to  perform  its  essential  functions  in  any  emergen¬ 
cy.  Department  of  Defense  Directive  3020.26  directs  Department  of 
Defense  (DoD)  components  to  'prepare  a  Continuity  of  Operations 
Plan  (COOP)  in  implementation  of  this  directive.’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  data  is  maintained  and 
used  for  the  purpose  of  determining,  in  a  transportation  disruption 
situation,  how  to  accommodate  essential  personnel  assigned  to  HQ 
DCASR-NY,  and  HQ  DCASD-NY  as  concerns  supplying  them,  or 
directing  them  to  sources  of  transportation  which  will  enable  them  to 
report  to  their  duty  station  for  the  purpose  of  conducting  essential 
agency  business. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Data  is  on  computer  magnetic  tape. 

Retrievability:  Data  is  retrieved  by  entering  User  number,  program 
name,  and  identification  number  assigned  each  designated  essential 
individual.  Computerized  indices  are  utilized. 

Safeguards:  Records  can  only  be  accessed  by  agency  personnel. 

Retention  and  disposal:  Records  are  destroyed  when  obsolete,  su¬ 
perseded  or  no  longer  required  for  planning  or  emergency  purposes. 

System  managers)  and  address:  Chief,  Plans  and  Analysis  Division, 
Office  of  Planning  and  Management,  DCASR-NY 

Notification  procedure:  Written  or  personnel  requests  for  informa¬ 
tion  may  be  directed  to  the  SYSMANAGER.  Individual  must  provide 
full  name  and  organization  assignment. 

Record  access  procedures:  Official  mailing  address  is  in  the  DoD 
Directory  in  the  appendix  to  the  DSA  systems  notice. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individual’s  supervisor. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S233.10DSAH-K 

System  name:  233.10  Work  Assignment,  Performance  and  Productivi¬ 
ty  Records  and  Reporting  Systems 

System  location:  Immediate  supervisor  and  other  appropriate  super¬ 
visory  and  management  levels  within  the  individual  primary  level 
field  activities  of  the  Defense  Supply  Agency  (DSA)  or  of  the  DSA 
Headquarters.  Some  or  all  of  the  records  listed  may  or  may  not  be 
kept  by  any  particular  supervisor  or  at  any  particular  organizational 
level. 

Categories  of  individuals  covered  by  the  system:  Employees  of  or¬ 
ganizational  segments  for  which  such  records  are  kept  or  former 
such  employees. 

Categories  of  records  in  the  system:  Descriptions  of  individual  as¬ 
signments,  target  dates,  progress  against  targets,  hours  expended 
against  particular  assignments  or  categories  of  assignments,  cost  ac¬ 
counting  codes  and  similar  workload  data,  including  such  matters  as 
number  of  contracts  or  projects  assigned  and  description  of  assign¬ 
ments. 

Authority  for  maintenance  of  the  system:  Chapter  33,  Title  3,  United 

States  Code,  5  U.S.C.  301,302. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  is  used  by 


the  employee’s  immediate  supervisor  and  other  appropriate  manage¬ 
ment  officials  to  record  and  make  reports  on  individual  work  assign¬ 
ments  and  the  amount  of  effort  devoted  to  each  assignment.  The  in¬ 
formation  is  used  to  schedule  work,  make  progress  reports  and  su¬ 
pervise  and  control  workload.  It  is  used  to  assure  that  workload  is 
equitably  assigned  and  to  determine  which  employees  have  per¬ 
formed  which  categories  of  assignment  in  order  to  determine  the  ex¬ 
perience  for  assignment  of  new  work  or  for  resolving  problems,  such 
as  those  related  to  a  particular  item  or  a  particular  contract.  The  data 
may  also  be  used  to  evaluate  individual  and  group  performance. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  or  binders  and  file  index 
cards. 

Retrievability:  Retrievable  by  employee’s  name,  although  records 
may  be  filed  chronologically  or  by  type  of  assignment. 

Safeguards:  Records  are  maintained  in  file  cabinets  and  are  accessi¬ 
ble  to  authorized  agency  personnel  only. 

Retention  and  disposal:  Records  are  retained  so  long  as  the  em¬ 
ployee  is  engaged  in  the  same  work  in  the  same  organizational  seg¬ 
ment,  but,  in  no  case,  longer  than  3  years.  Records  are  destroyed 
when  employees  leave  the  job  or  the  organizational  unit,  or  3  years 
have  elapsed. 

System  managers)  and  address:  The  Commander,  DSA  Primary 
Level  Field  Activities. 

Notification  procedure:  Individual  inquiries  as  to  what  work  assign¬ 
ment  records  are  maintained  regarding  a  given  person  should  be 
directed  to  the  immediate  or  second  line  supervisor. 

Record  access  procedures:  Personal  or  written  requests  for  the  con¬ 
tent  of  the  record  should  be  addressed  to  the  first  or  second  line  su¬ 
pervisor.  Written  requests  for  information  may,  however,  be  ad¬ 
dressed  to  the  SYSMANAGER  and  should  identify  the  employee  by 
name  and  organizational  segment.  Official  mailing  addresses  of  the 
SYSMANAGER.  are  in  the  Department  of  Defense  directory  in  the 
appendix  to  the  DSA  systems  notice.  For  personal  visits  to  the 
SYSMANAGER,  the  individual  should  provide  some  acceptable 
identification,  such  as  activity  identification  card  or  driver’s  license. 

Contesting  record  procedures:  The  agency’s  ruies  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Employee's  supervisors  or  team  leaders. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S233.10DSAH-L 

System  name:  233.10  Data  Processing  Project  Control  Assignment  and 
Machine  Utilization 

System  location:  System  may  exist  at  all  Defense  Supply  Agency 
(DSA)  Primary  Level  Field  Activities  (PLFAs). 

Categories  of  individuals  covered  by  the  system:  This  system  may 
contain  information  pertaining  to  all  civilian  personnel  assigned  to  or 
performing  duties  in  a  DSA  Data  Processing  Organization. 

Categories  of  records  in  the  system:  The  basic  records  within  the 
system  contain  information  on  the  work  performed  by  personnel. 
This  may  include  total  number  of  hours  worked  on  a  project  with  an 
expected  completion  date.  On  operational  projects,  personnel  time 
may  be  accumulated  to  show  the  amount  of  time  spent  on  a  particu¬ 
lar  project.  This  information  can  be  for  a  specific  incident,  week  or 
month.  Also  data  on  equipment  usage  and  volume  of  production. 

Authority  for  maintenance  of  the  system:  40USC  Sec.  F39,  Procure¬ 
ment,  Maintenance,  Operation,  and  Utilization  of  Automatic  Data 
Processing  Equipment 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  reports  are  used  for 
the  internal  management  of  the  Automated  Data  Processing  (ADP) 
Division’s  resources,  both  for  personnel  and  equipment  usage.  They 
are  used  to  evaluate  progress  on  uncompleted  projects,  work  accom¬ 
plished  on  an  accumulated  basis  and  may  be  used  in  forecasting  the 
capability  for  acceptance  for  additional  work  projects,  and  in 
evaluating  individual  job  performance. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  basic  updated  data  is  contained  on  computer  reading- 
storage  media  and  printouts. 

Retrievability:  Information  may  be  retrieved  by  employee  number, 
name,  day  and  work  project  or  equipment  type. 

Safeguards:  Records  are  filed  in  an  area  accessible  only  by  DSA 
personnel. 
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Retention  and  disposal:  Retain  S  years  or  when  obsolete. 

System  msnager(s)  and  address:  Chief  of  Data  Processing,  DSA 
PLFAs. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide  full 
name  and  the  month  or  months  in  which  the  individual  engaged  in 
data  processing  work.  Official  mailing  addresses  are  contained  in  the 
Department  of  Defense  directory  in  the  appendix  to  the  DSA 
systems  noted. 

Record  access  procedures:  Individual  may  contact  SYSMANAGER 
for  access  procedure. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individuals  assigned  to  the  Data 
Processing  Organization. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S233.30DSAH-I 

System  name:  243.30  Complaints 

System  location:  Defense  Supply  Agency  Inspector  General’s  Of¬ 
fice  Cameron  Station  Alexandria,  VA  22314 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  submitted  written  or  oral  complaints  to  the  Inspector  General. 

Categories  of  records  in  the  system:  Reports,  statements  and  related 
papers,  typed  or  hand-written,  which  pertain  to  complaints  filed  with 
the  Inspector  General. 

Authoritv  for  maintenance  of  the  system:  10  USC  125;  DoD  Dir 
5105.22;  DSAR  5600.1;  Section  506(b)  Federal  Records  Act  1950,  44 
USC  B102 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  in  a  work¬ 
ing  file  maintained  initially  for  the  resolution  of  complaints  by  DSA 
personnel.  Information  is  retained  for  use  as  reference  material  for 
handling  similar  complaints  or  requests  by  the  same  individual  or 
other  personnel.  Reports  may  be  released  to  Dept  of  Justice  for 
possible  legal  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  surname  of  complainant 
(individual  complaints)  or  alphabetically  by  name  of  activity  where 
complaint  session  was  conducted. 

Safeguards:  Records  are  maintained  in  file  containers  in  rooms 
locked  during  offduty  hours. 

Retention  and  disposal:  Retain  two  years  in  current  files  area. 
Destroy  two  years  after  case  has  been  completed  and  closed. 

System  managers)  and  address:  Inspector  General,  Defense  Supply 
Agency 

Notification  procedure:  Written  requests  for  information  may  be 
directed  to  the  Inspector  General,  Defense  Supply  Agency,  Cameron 
Station,  Alexandria,  VA  22314.  Individual  should  state  full  name  and 
address. 

Record  access  procedures:  Requests  should  be  addressed  to  the 
SYSMANAGER,  and  must  contain  full  name,  current  address  and 
telephone  number  of  the  requester.  For  personal  visits,  each  in¬ 
dividual  shall  provide  acceptable  identification,  e.g.,  driver’s  license 
or  identification  card. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contests  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  Inspector  General,  Defense  Supply 
Agency. 

Record  source  categories:  Individuals  filing  complaints  and  DSA 
personnel  and  other  individuals  questioned  during  conduct  of  inquiry.  - 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S243.30DSAH-K 

System  name:  243.30  Complaints 

System  locatioo:  Staff  Director,  Civilian  Personnel,  Headquarters 
Defense  Supply  Agency  (HQ  DSA),  Cameron  Station,  Alexandria, 
VA  22314. 

Categories  of  individuals  covered  by  the  system:  DSA  Civilian  and 
military  personnel,  and  former  personnel,  contractor  employees, 
union  spokesmen,  and  other  individuals  and  organizations  who  have 
presented  complaints  to  the  President,  Members  of  Congress,  Secre¬ 
tary  of  Defense,  Director  of  Defense  Supply  Agency  (DSA),  or  other 


official  which  have  been  referred  to  Staff  Director  of  Civilian  Per¬ 
sonnel,  Headquarters  DSA,  for  response,  action  or  information. 

Categories  of  records  in  the  system:  Case  files  concern  complaints 
to  the  President,  Members  of  Congress.  Secretary  of  Defense, 
Director  of  Defense  Supply  Agency  and  Staff  Director  for  Civilian 
Personnel.  Headquarters  Defense  Supply  Agency.  These  include  let¬ 
ters,  telegrams,  reports,  statements  of  witnesses,  irtput  from  staff 
elements  and  field  activities,  and  related  and  supporting  papers  re¬ 
garding  specific  complaint. 

Authority  for  maintenance  of  the  system:  5U.S.C.  552;  E.O.  11491; 
Department  of  Defense  Directive  5400.4,  20  February  1971  and  titled: 
Provision  of  Information  to  Congress;  and  Department  of  Defense 
Directive  5105.22,  9  December  1965,  and  titled:  Defense  Supply 
Agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose:  Information  is 
collected  in  order  to  base  reply  to  complaint  and  to  determine  need 
for,  and  course  of  action  to  be  taken  regarding  complaint. 

Information  is  used  by:  Agency  Director  and  staff,  field  Comman¬ 
ders,  Managers  and  supervisors  in  replying  to  additional  inquiries  and 
for  bringing  to  attention  of  higher  level  Management,  when  ap¬ 
propriate. 

Information  is  used  by  complainant  for  his  own  purpose.  Informa¬ 
tion  is  furnished  to  individuals  or  organizations  who  wrote  to  DSA 
on  behalf  of  the  complainant  and  who  use  it  to  respond  to  the  com¬ 
plainant,  or  for  other  related  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  a  log  book. 

Retrievahility:  Complaints  to  the  President  and  Members  of  Con¬ 
gress  are  filed  alphabetically  by  last  name  of  individual  or  employee 
or  by  DSA  activity  name.  Employee  group  complaints  are  filed  under 
the  activity  where  originated.  Union  or  Civil  Rights  organization 
complaints,  complaints  to  the  Secretary  of  Defense  and  to  the 
Director  of  DSA  are  filed  under  complaints  in  one  folder,  or  by  ac¬ 
tivity  name. 

Individuals  can  be  located  within  activity  files. 

Safeguards:  Records  are  maintained  in  locked  filing  cabinets  in 
areas  accessible  only  to  Agency  personnel. 

Retention  and  disposal:  Records  are  retained  in  active  file  until  end 
of  calendar  year  and  held  one  to  three  additional  years  in  inactive  file 
and  subsequently  retired  to  Federal  Records  Center.  After  a  total  of 
ten  years  records  are  destroyed. 

System  manager(s)  and  address:  Staff  Director,  Civilian  Personnel, 
HQ  DSA,  Cameron  Station,  Alexandria,  VA  22314. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide  full 
name,  the  name  of  any  DSA  activity  involved,  and  general  nature  of 
complaint  individual  believes  to  be  filed  in  this  system. 

Record  access  procedures:  Written  requests  for  information  should 
be  addressed  to  the  SYSMANAGER  and  contain  the  full  name,  cur¬ 
rent  address  and  telephone  number  of  the  individual,  and  the  general 
nature  of  complaint  individual  believes  to  be  filed  in  this  system.  For 
personal  visits,  individual  should  also  be  able  to  provide  some  ac¬ 
ceptable  identification,  that  is,  drivers  license,  work  identification 
card,  and  give  some  verbal  information  that  could  be  verified  with 
his  case  folder. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Employee’s  supervisors,  civilian  person¬ 
nel  office  of  employee’s  activity,  U.S.  Civil  Service  Commission, 
Agency  staff  elements,  other  Federal  Agencies,  DSA  activities  or 
other  parties  that  may  have  information  pertinent  to  specific  com¬ 
plaint,  or  an  interest  in  the  complaint. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S25L50  DSAH-G 

System  name:  252.50  Claims  &  Litigation,  other  than  Contractual 

System  location:  Primary  System-Case  files  on  claims  or  potential 
claims  against  the  Government,  law  suits  and  potential  law  suits  aris¬ 
ing  from  the  non-contractual  operation  of  the  Defense  Supply  Agen¬ 
cy  (DSA);  Office  of  Counsel,  Headquarters,  DSA.  Decentralized  seg- 
ments— corresponding  files  at  Offices  of  Counsel,  DSA  Field  Activi¬ 
ty. 

Categories  of  individuals  covered  by  the  system:  Employees,  groups 
of  employees,  members  of  the  general  public  and  public  interest  or¬ 
ganizations. 
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Categories  of  records  in  the  system:  Letters  from  individuals  and/or 
other  attorneys.  Agency  or  other  investigative  reports,  witness  state¬ 
ments,  complaints,  pleadings  and  other  court  documents,  litigation 
reports,  working  papers  and  drafts;  documentary  and  physical 
evidence. 

Authority  for  maintenance  of  the  system:  These  files  are  created  and 
maintained  pursuant  to  the  direction  of  the  Attorney  General  of  the 
United  States  under  the  authority  contained  in  Chapter  31,  Title  28, 
of  the  United  States  Code,  The  Attorney  General. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  in  set¬ 
tlement  of  claims  or  lawsuits.  Information  is  used  in  the  defense  and 
prosecution  of  law  suits  involving  DSA. 

Information  is  used  by  Government  attorneys  in  this  Agency,  in¬ 
dividual  claimants  or  litigants  or  their  representatives,  the  Depart¬ 
ment  of  Defense,  the  Department  of  Justice,  and  other  Executive 
agencies  as  appropriate  and  the  General  Accounting  Office  in  the 
conduct  of  litigation  and  administrative  settlement  of  claims. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and/or  card  index  files. 

Retrievability:  Filed  alphabetically  by  the  name  of  the  litigant 
and/or  by  year. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
Agency  personnel. 

Retention  and  disposal:  Files  are  destroyed  ten  years  after  final 
disposition  of  claim. 

System  manager(s)  and  address:  Counsel,  Headquarters,  DSA; 
Counsel,  DSA  Field  Activities 


Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S253.10  DSAH-G 
System  name:  253.10  Invention  Disclosures 

System  location:  Files  of  Patent  Counsel,  Defense  Supply  Agency, 
DSAH-G 

Categories  of  individuals  covered  by  the  system:  Employees  and 
military  personnel  assigned  to  DSA  who  have  submitted  invention 
disclosures  to  DSAH-G 

Categories  of  records  in  the  system:  Files  documenting  invention 
disclosures  and  investigation  as  to  patentability  thereof. 

Authority  for  maintenance  of  the  system:  E.O.  100%,  Jan.  23,  1950 
as  amended  by  E.O.  10930,  Mar.  24,  1%1  Defense  Supply  Procure¬ 
ment  Regualtion,  9-000.50. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  DSA  Patent 
Counsel  for  determinations  regarding  acquisition  of  patents  and  rights 
of  inventors.  Information  may  be  referred  to  other  Government  agen¬ 
cies  or  to  non-Govemment  personnel  (including  contractors  or 
prospective  contractors)  having  an  identified  interest  in  a  particular 
invention  and  the  Government’s  rights  therein. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  card  index  files. 

Retrievability:  Filed  by  names  of  inventors. 

Safeguards:  Accessible  only  to  DSA  personnel. 

Retention  and  disposal:  Destroyed  26  years  after  file  is  closed. 

System  managers)  and  address:  Counsel,  DSAH-G. 

.  Notification  procedure:  Direct  information  requests  to 
SYSMANAGER. 

Record  access  procedures:  Official  mailing  address  of  the 
SYSMANAGER  IS  Office  of  Counsel,  Defense  Supply  Agency. 


Written  requests  should  include  full  name,  current  address  and 
telephone  numbers  of  requestor.  For  personal  visits,  each  individual 
shall  provide  acceptable  identification,  e.g.,  driver’s  license  or 
identification  card. 

Contesting  record  procedures:  This  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  DSA  Patent  Counsel’s  investigation  of 
published  and  unpublished  records  and  files  both  within  and  without 
the  Government,  consultation  with  Government  and  non-Govemment 
personnel,  information  from  other  Government  agencies  and  informa¬ 
tion  submitted  by  Government  officials  or  other  persons  having  a 
direct  interest  in  the  subject  matter  of  the  file. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S253.30DSAH-G  I 
System  name:  253.30  Royalties 

System  location:  Files  of  Patent  Counsel,  Defense  Supply  Agency, 
DSAH-G 

Categories  of  individuals  covered  by  the  system:  Individuals  and 
firms  to  whom  patent  royalties  are  paid  by  Defense  Supply  Agency 
contractors 

Categories  of  records  in  the  system:  Reports  from  DSA  procurement 
centers  of  patent  royalties  submitted  pursuant  to  Armed  Services 
Procurement  Regulation  forwarded  to  Defense  Supply  Agency 
Headquarters,  Office  of  Council  for  approval,  and  included  in  pricing 
of  respective  contracts. 

Authority  for  maintenance  of  the  system:  10  U.S.  Code  2304(g) 
ASPR  9-110;  DSPR  9-110 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Review  by  DSA  Patent 
Counsel  for  approval  of  royalties  on  continuing  basis.  Information 
may  be  referred  to  other  Government  agencies  or  to  non-Govemment 
personnel  (including  contractors  or  prospective  contractors)  having 
an  identified  interest  in  the  allowance  of  royalties  on  DSA  contracts. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  card  index  files. 

Retrievability:  Filed  by  patent  number.  From  numbers,  names  of 
inventors  and  patent  owners  are  retrievable. 

Safeguards:  Accessible  only  to  DSA  personnel. 

Retention  and  disposal:  Destroyed  after  26  years. 

System  managers)  and  address:  Counsel,  DSAH-G. 

Notification  procedure:  Direct  information  requests  to 
SYSMANAGER. 

Record  access  procedures:  Official  mailing  address  of  the 
SYSMANAGER  IS  Office  of  Counsel,  Defense  Supply  Agency. 
Written  requests  should  include  full  name,  current  address  and 
telephone  numbers  of  requestor.  For  personal  visits,  each  individual 
shall  provide  acceptable  identification,  e.g.,  driver’s  license  or 
identification  card. 

Contesting  record  procedures:  This  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  DSA  Patent  Counsel's  investigation  of 
published  and  unpublished  records  and  files  both  within  and  without 
the  Government,  consultation  with  Government  and  non-Govemment 
personnel,  information  from  other  Government  agencies  and  informa¬ 
tion  submitted  by  Government  officials  or  other  persons  having  a 
direct  interest  in  the  subject  matter  of  the  file. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S253.30DSAH-G  2 

System  name:  253.30  Patent  Licenses  and  Assignments 

System  location:  Files  of  Patent  Counsel,  Defense  Supply  Agency 
(DSA),  DSAH-G. 

Categories  of  individuals  covered  by  the  system:  Individuals  and 
firms  which  have  granted  patent  licenses  or  assignments  to  DSA. 

Categories  of  records  in  the  system:  Files  including  patent  license 
and  assignment  agreements  and  accounting  records  indicating  basis 
for  Government  payment  of  royalties  during  life  of  agreements. 

Authority  for  maintenance  of  the  system:  10  U.S.  Code  2386  Armed 
Services  Procurement  Regulation  (ASPR)  9,  P.ART  4;  Defense 
Supply  Procurement  Regulation  (DSPR)  9-401 .50 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  DSA  Patent 


Notification  procedure:  Written  requests  for  information  shall  be 
directed  to  the  SYSMANAGER.  Request  must  contain  name  of  liti¬ 
gant,  year  of  incident,  and  should  contain  court  case  number  in  order 
to  insure  proper  retrieval  in  those  situations  where  a  single  litigant 
has  more  than  one  case  with  the  Agency. 

Record  access  procedures:  Official  mailing  addresses  are  in  the  DoD 
Directory  in  the  appendix  to  the  DSA  systems  notice.  Written 
requests  for  information  should  contain  the  full  name,  current  ad¬ 
dress  and  telephone  number  of  the  individual. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
the  SYSMANAGER. 

Record  source  categories:  Agency  investigation  and  legal  discovery 
under  the  Federal  Rules  of  Civil  Procedure. 
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Counsel  for  acquisition  and  administration  of  patent  license  and  as¬ 
signment  agreements.  Information  may  be  referred  to  other  Govern¬ 
ment  agencies  or  to  non-Govemment  personnel  (including  contractors 
or  prospective  contractors)  having  an  identified  interest  in  the  poten¬ 
tial  or  actual  infringement  of  particular  patents. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  card  index  files. 

Retrievability:  Filed  by  name  of  individual  or  firm  granting  rights. 

Safeguards:  Accessible  only  to  DSA  personnel. 

Retention  and  disposal:  Destroyed  26  years  after  file  is  closed. 

System  managers)  and  address:  Counsel,  DSAH-G. 

Notification  procedure:  Direct  information  requests  to 
SYSMANAGER. 

Record  access  procedures:  Official  mailing  address  of  the 
Sysmanager  is  Office  of  Counsel,  Defense  Supply  Agency.  Written 
requests  should  include  full  name,  current  address  and  telephone 
numbers  of  requestor.  For  personal  visits,  each  individual  shall  pro¬ 
vide  acceptable  identification,  e.g.,  driver’s  license  or  identification 
card. 

Contesting  record  procedures:  This  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  DSA  Patent  Counsel’s  investigation  of 
published  and  unpublished  records  and  files  both  within  and  without 
the  Government,  consultation  with  Government  and  non-Goverament 
personnel,  information  from  other  Government  agencies  and  informa¬ 
tion  submitted  by  Government  officials  or  other  persons  having  a 
direct  interest  in  the  subject  matter  of  the  file. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S253.40DSAH-G 

System  name:  253.40  Patent  Infringement. 

System  location:  Files  of  Patent  Counsel,  Defense  Supply  Agency, 
DSAH-G 

Categories  of  individuals  covered  by  the  system:  Individuals  and 
firms  involved  in  potential  or  actual  claims  or  litigation  against 
Government  for  infringement  of  patents. 

Categories  of  records  in  the  system:  Investigative  files  relating  to 
patentability  and  enforceability  of  asserted  patents  and  procurement 
of  accused  items. 

Authority  for  maintenance  of  the  system:  10  U.S.Code  2386; 
U.S.Code  2356;  28  U.S.Code  520;  28  U.S.Code  1498;  35  U.S.Code 
181-188;  and  35  U.S.Code  286.  Armed  Services  Procurement  Regula¬ 
tion  (ASPR)9,  Part  4;  Defense  Supply  Proucrement  Regulation 
(DSPR)  9-401.50. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  DSA  Patent 
Counsel  for  action,  determinations  or  recommendations  regarding 
disposition  of  claims  or  litigation  by  DSA,  Military  Departments  or 
Department  of  Justice.  Information  may  be  referred  to  other  Govern¬ 
ment  agencies  or  to  non-Govemment  personnel  (including  contractors 
or  prospective  contractors)  having  an  identified  interest  in  the  poten¬ 
tial  or  actual  infringement  of  particular  patents. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  Records  in  file  folders  and  card  index  files. 

Retrievability:  Filed  by  name  of  claimant  or  litigant. 

Safeguards:  Accessible  only  to  DSA  personnel. 

Retention  and  disposal:  Destroyed  26  years  after  file  is  closed. 

System  managers)  and  address:  Counsel,  DSAH-G. 

Notification  procedure:  Direct  information  requests  to  Sysmanager. 

Record  access  procedures:  Official  mailing  address  of  the 
SYSMANAGER  IS  Office  of  Counsel,  Defense  Supply  Agency. 
Written  requests  should  include  full  name,  current  address  and 
telephone  numbers  of  requestor.  For  personal  visits,  each  individual 
shall  provide  acceptable  identification,  e.g.,  driver’s  license  or 
identification  card. 

Contesting  record  procedures:  This  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  DSA  Parent  Counsel’s  investigation  of 
published  and  unpublished  records  and  files  both  within  and  without 
the  Government,  consultation  with  Government  and  non-Govemment 
personnel,  information  from  other  Government  agencies  and  informa¬ 


tion  submitted  by  Government  officials  or  other  persons  having  a 
direct  interest  in  the  subject  matter  of  the  file. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S255.01  DSAH-G 
System  name:  255.01  Fraud  &  Irregularities 

System  location:  Primary  System-Case  files  on  actual  or  suspected 
fraud,  criminal  conduct  and  antitrust  violations  which  arise  from 
procurement,  or  the  disposal  of  surplus  property,  or  the  administra¬ 
tion  of  contracts  by  any  operation  of  the  Defense  Supply  Agency 
(DSA):  Office  of  Counsel,  Headquarters,  DSA.  Decentralized  seg¬ 
ments -corresponding  files  at  Offices  of  Counsel  for  field  activities 

Categories  of  individuals  covered  by  the  system:  Any  individual  or 
group  of  individuals  or  other  entity,  involved  in  or  suspected  of  being 
involved  in  any  fraud,  criminal  conduct  or  antitrust  violation  relating 
to  DSA  procurement,  property  disposal  or  contract  administration. 

Categories  of  records  in  the  system:  Investigative  reports,  com¬ 
plaints,  pleadings  and  other  court  documents,  litigation  reports, 
working  papers,  documentary  and  physical  evidence,  contractor 
suspensions  and  debarments. 

Authority  for  maintenance  of  the  system:  These  files  are  created  and 
maintained  pursuant  to  the  direction  of  the  Attorney  General  of  the 
United  States  under  the  authority  contained  in  Chapters  31  and  32, 
Title  28,  of  the  United  States  Code. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  in  the 
investigation  and  prosecution  of  criminal  or  civil  actions  involving 
fraud,  criminal  conduct  and  antitrust  violations  and  is  used  in  deter¬ 
minations  to  suspend  or  debar  individuals  or  other  entities  from  DSA 
procurements  and  sales. 

Information  may  be  referred  to  and  used  by  Federal  investigators 
and  Government  attorneys  in  this  Agency,  the  Department  of 
Defense,  the  Department  of  Justice,  and  other  Executive  agencies  as 
appropriate. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  card  index  files. 

Retrievability:  Filed  alphabetically  by  the  name  of  the  subject  in¬ 
dividual  or  other  entity. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
Agency  personnel. 

Retention  and  disposal:  Records  are  destroyed  ten  years  after  all 
aspects  of  the  case  are  closed. 

System  managers)  and  address:  Counsel,  Headquarters,  DSA;  DSA 
Field  Activity  Counsels 

Notification  procedure:  Written  requests  for  information  shall  be 
directed  to  the  SYSMANAGER.  Requests  must  contain  name  of  sub¬ 
ject  and  sufficient  identification  of  the  incident  in  order  to  insure 
correct  retrieval. 

Record  access  procedures:  Official  mailing  addresses  are  in  the  DoD 
Directory  in  the  appendix  to  the  DSA  systems  notice.  Written 
requests  for  information  should  contain  the  full  name,  current  ad¬ 
dress  and  telephone  number  of  the  individual. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  Sysmanager. 

Record  source  categories:  Federal,  State  and  local  investigative 
agencies;  other  federal  agencies;  DSA  employees;  and  individuals. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S257.10  DSAH-G 
System  name:  257.10  Standards  of  Conduct 

System  location:  Decentralized  system-Office  of  Counsel, 
Headquarters,  Defense  Supply  Agency,  DSAH-G,  Standard  of  Con¬ 
duct  Certification  for  personnel  of  Headquarters  Counsel’s  Office, 
investigated  incidents  of  violation  of  standards  of  conduct  by 
Headquarters,  DSA  employees,  reports  by  DSA  field  activities  of 
violations  of  standards  of  conduct  and  Statements  of  Employment 
and  Financial  Interests  (SF  1555)  on  Headquarters,  DSA  employees 
and  Commanders,  Deputy  Commanders,  and  Counsels  of  Primary 
Level  Field  Activities  (PLFAs).  Other  SF  1555s  required  in  the 
PLFA  and  initial  reports  of  violations  of  standards  of  conduct  on 
PLFA  employees  are  maintained  at  the  DSA  Field  Activity  Office  of 
Counsel  Standard  of  Conduct  Certifications  are  maintained  in  each 
Headquarters  and  PLFA  Primary  Staff  Elements 

Categories  of  individuals  covered  by  the  system:  Includes  DSA  em¬ 
ployees,  General  Schedule  13s  and  above,  and  Lieutenant  Colonel, 
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Commander  and  above,  involved  in  approving  awards  for  contracts 
or  contractor  audits  (Defense  Supply  Agency  Regulation  5500. 1, 
Standards  of  Conduct  Regulations)  or  any  employee  of  DSA  involved 
in  potential  violation  of  standards  of  conduct,  e.g.,  acceptance  of 
gratuities,  conflict  of  interests. 

Categories  of  records  in  the  system:  Includes  semi-annual  certifica¬ 
tion  that  Standard  of  Conduct  Regulations  have  been  read,  may  in¬ 
clude  Form  1555s  or  allegation  of  a  violation  of  standards  of  con¬ 
duct,  investigatory  reports  by  the  Government,  recommendations  and 
determinations  as  to  whether  a  violation  of  the  standards  of  conduct 
occurred  and  what  sanction  may  be  appropriate  and/or  was  imposed. 

Authority  for  maintenance  of  the  system:  Executive  Order  11222 
prescribing  standards  of  ethical  conduct  for  Government  officers  and 
employees. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  by 
Counsel’s  Office  in  making  determinations  to  preclude  Government 
employees  involved  in  procurement  or  contractor  audit  decisions 
from  making  determinations  in  areas  where  such  decisions  might  be 
or  appear  to  be  in  conflict  with  personal  interests.  Information  is 
used  by  Counsel’s  Office  for  the  purpose  of  determining  if  DSA  per¬ 
sonnel  are  observing  the  highest  standards  of  business  ethics. 
Records  may  be  referred  to  the  Department  of  Justice  for  possible 
use  in  prosecution  action  or  forwarded  to  Director,  DSA  or  DSA 
Field  Activity  Commanders  for  appropriate  action 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Records  are  retrievable  by  surname  of  employee  or 
by  date. 

Safeguards:  Records  are  retained  in  areas  accessible  only  to 
authorized  personnel  in  Office  of  Counsel  or  others  as  determined  by 
Counsel,  DSA.  Forms  1555  are  retained  in  safe. 

Retention  and  disposal:  Incidents  of  violation  of  standards  of  con¬ 
duct,  indefinitely;  SF  1555s,  until  employee  leaves  employment  of 
DSA. 

System  managers)  and  address:  Office  of  Counsel,  Headquarters, 
Defense  Supply  Agency,  DSAH-G;  Counsel,  PLFA. 

Notification  procedure:  Requests  for  information  should  be  ad¬ 
dressed  to  the  SYSMANAGER.  Individual  requesting  information 
should  state  name,  subject  matter  of  information  requested,  and  date 
of  form  or  (alleged)  violation. 

Record  access  procedures:  SYSMANAGER  can  provide  assistance. 
Official  mailing  address  is  in  the  DoD  Directory  in  the  appendix  to 
the  DSA  Systems  Notice. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individuals,  other  employees,  and  non¬ 
employees  having  knowledge  of  the  alleged  violation  of  the  standards 
of  conduct. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S270.10DSAH-K 

System  name:  270.10Request  for  Assistance  and  Information 

System  location:  Staff  Director,  Civilian  Personnel,  Headquarters 
Defense  Supply  Agency  (HQ  DSA),  Cameron  Station,  Alexandria, 
Va  22314. 

Categories  of  individuals  covered  by  the  system:  Civilian  and  milita¬ 
ry  personnel,  former  employees,  contractor  employees,  attorneys, 
and  other  individuals  or  organizations  who  have  requested  assistance 
and  information  from  the  President,  Members  of  Congress,  Secretary 
of  Defense,  Director  of  Defense  Supply  Agency  (DSA)  or  other  offi¬ 
cials,  which  have  been  referred  to  the  Staff  Director,  Civilian  Per¬ 
sonnel,  Headquarters  DSA,  for  response,  action  or  information. 

Categories  of  records  in  the  system:  Case  files  include  requests  for 
assistance  and  information  to  the  President,  Members  of  Congress, 
Secretary  of  Defense,  Director  of  Defense  Supply  Agency  and  Staff 
Director  for  Civilian  Personnel,  HQ  DSA  liiese  include  letters, 
responses,  reports  statements  and  papers  related  to  basic  request. 

Authority  for  maintenance  of  the  system:  5  USC  552,  Public  Infor¬ 
mation  Department  of  Defense  Directive  5400.4,  20  Februrary  1971 
and  titled:  Provisions  of  Information  to  Congress  and  Department  of 
Defense  Directive  5105.22,  9  December  1965,  and  titled:  Defense 
Supply  Agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose:  Information  is 
maintained  for  replying  to  additional  inquiries  and  as  background  for 
similar  situations,  and  for  determining  appropriate  course  of  action. 


Information  is  used  by:  Agency  Director  and  his  staff,  field  Com¬ 
manders,  managers  and  supervisors  for  determining  areas  needing  ad¬ 
ditional  emphasis  or  corrective  action  to  clarify  misunderstandings, 
adjust  inadequacies,  and  solve  or  prevent  problems.  Members  of 
Congress,  U.  S.  Civil  Service  Commission,  and  other  Federal  Agen¬ 
cies,  attorneys.  Civil  Rights  organizations,  and  parties  involved  in 
Veteran’s  benefits  and  training  and  other  matters  affecting  DSA  em¬ 
ployees. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  log  book. 

Retrievability:  Alphabetically  by  last  name  of  individual  involved 
with  or  requesting  information  and  assistance,  or  by  DSA  field  activi¬ 
ty  name,  when  requests  are  from  groups. 

Safeguards:  Records  are  maintained  in  locked  filing  cabinets  in 
areas  accessible  only  to  Agency  personnel. 

Retention  and  disposal:  Records  are  retained  in  active  file  until  end 
of  calendar  year,  held  one  to  three  additional  years  in  an  inactive 
file,  and  subsequently  are  destroyed. 

System  manager(s)  and  address:  Staff  Director,  Civilian  Personnel, 
HQ  DSA,  Cameron  Station,  Alexandria,  VA  22314. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide  full 
name,  the  name  of  any  DSA  activity  that  is  involved,  and  the  general 
nature  of  the  request  for  assistance  or  information  individual  believes 
may  be  filed  in  this  system. 

Record  access  procedures:  Written  requests  for  information  should 
be  addressed  to  the  SYSMANAGER.  and  contain  the  full  name,  cur¬ 
rent  address  and  telephone  number  of  the  individual,  the  name  of 
any  DSA  activity  involved,  and  the  general  nature  of  the  request  for 
assistance  or  information  individual  believes  may  be  filed  in  this 
system.  For  personal  visits,  the  individual  should  be  able  to  provide 
some  acceptable  identification,  that  is,  driver’s  license,  work  identifi¬ 
cation  card,  and  give  some  verbal  information  that  could  be  verified 
with  his  case  folder. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Employee’s  supervisors,  civilian  person¬ 
nel  office  of  employee’s  activity,  U.  S.  Civil  Service  Commission, 
Federal  Agencies  involved  and  other  persons  or  organizations  that 
could  assist  in  final  solution  of  the  matter. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S270J0DSAH-B 

System  name:  270.30  Biography  File 

System  location:  Office  of  the  Special  Assistant  for  Public  Affairs, 
Headquarters  Defense  Supply  Agency  (DSA)  and  Primary  Level 
Field  Activities  (PLFAs). 

Categories  of  individuals  covered  by  the  system:  Civilian  and  milita¬ 
ry  personnel  currently  and  formerly  assigned  to  DSA  and  other  per¬ 
sons  affiliated  with  DSA  and  the  Department  of  Defense  (DoD). 

Categories  of  records  in  the  system:  Biographical  information  pro¬ 
vided  by  the  individual. 

Authority  for  maintenance  of  the  system:  5  U.S.C,  Sec  301,  302 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  maintained 
as  background  material  for  news  and  feature  articles  covering  activi¬ 
ties,  assignments,  retirements,  and  reassignments  of  key  DSA  com¬ 
manders  and  executives,  annual  visits  or  other  activities  by  persons 
affiliated  with  DSA  or  DoD.  Information  is  used  by  DSA  public  af¬ 
fairs  personnel  to  prepare  news  and  feature  articles  with  the 
knowledge  and  consent  of  the  individual  concerned. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and/or  card  index  file. 

Retrievability:  Filed  alphabetically  by  last  name 

Safeguards:  Records  are  maintained  in  an  area  accessible  only  to 
DSA  Public  Affairs  Office  personnel. 

Retention  and  disposal:  Files  are  retained  in  current  files  area  and 
destroyed  2  years  after  retirement,  transfer  or  death  of  DSA  person¬ 
nel  or  termination  of  affiliation  with  DSA  or  DoD  by  other  persons. 

System  managers)  and  address:  Special  Assistant  for  Public  Af¬ 
fairs,  DSA  and  Public  Affairs  Officers,  PLFAs. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide  full 
name  and  employing  activity. 
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Record  access  procedures:  Official  mailing  addresses  of 
SYSMANAGER  are  in  the  Department  of  Defense  Directory  in  the 
appendix  to  the  DSA  systems  notice.  Written  request  for  information 
should  contain  the  full  name,  current  address  and  telephone  numbers 
of  the  individual.  For  personal  visits,  the  individual  should  be  able  to 
provide  some  acceptable  identification,  that  is  driver’s  license,  or 
employing  office  identification. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individuals  concerned  on  a  strictly  volun¬ 
teer  basis. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S322.15  DSAH-M 

System  name:  322.1S  Information  Military  Personnel  Records 

System  location:  Staff  Director,  Military  Personnel,  HQ  Defense 
Supply  Agency  (DSA),  (DSAH-M)  Heads 'of  Primary  Level  Field  Ac¬ 
tivities  (PLFAs) 

Categories  of  individuals  covered  by  the  system:  Active  duty  and 
reserve  personnel  assigned  to  DSA 

Categories  of  records  in  the  system:  Incident  reports,  general  and 
special  orders,  leave  slips,  qualification  records,  applications  for  ID 
Cards,  security  clearance,  and  miscellaneous  correspondence. 

Authority  for  maintenance  of  the  system:  10  USC  SOI  et  seq.  Per¬ 
sonnel,  5USC  302(b)  (1) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  of  the 
records  is  to  accumulate  documents  relating  to  the  military  member 
while  assigned  to  DSA.  The  records  are  used  by  the  Staff  Director 
and  his  staff  and  heads  of  PLFAs  and  their  staff  for  notification  of 
assignments,  career  briefs,  assignment  orders,  promotion  data,  per¬ 
sonal  data,  awards  and  decorations,  training  data,  recommendations 
for  disciplinary  action,  review  procedures  instituted  to  control  in¬ 
cidents,  and  advising  the  Director  of  incidents. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Retained  in  file  folders 

Retrievability:  Filed  alphabetically  by  last  name. 

Safeguards:  Locked  in  file  cabinets  within  areas  accessible  only  to 
authorized  personnel. 

Retention  and  disposal:  Retained  during  individuals  assignment  to 
DSA  and  destroyed  within  1  year  of  departure. 

System  managers)  and  address:  Staff  Director,  Military  Personnel, 
HQ  DSA  and  Heads  of  PLFAs 

Notification  procedure:  The  requestor  should  send  a  by  name 
request  to  Staff  Director,  Military  Personnel,  HQ  DSA  and  both 
SYSMANAGER  if  assigned  to  a  PLFA.  The  requestor  may  visit  the 
office  of  either  or  both  SYSMANAGER’s  with  appropriate  identifi¬ 
cation 

Record  access  procedures:  Contact  the  SYSMANAGER.  Official 
mailing  addresses  are  in  the  DoD  Directory  in  the  appendix  to  the 
DSA  systems  notice. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Special  orders,  service  records,  in/out 
processing  documents,  and  computer  listings. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S322J5  DSAH-M 

System  name:  322.35  Officer/Enlisted  Evaluation  Report  File  and  File 
Summary 

System  location:  Staff  Director,  Military  Personnel,  HQ  Defense 
Supply  Agency  (DSA)  (DSAH-M) 

Categories  of  individuals  covered  by  the  system:  All  military  person¬ 
nel  currently  assigned  to  the  Defense  Supply  Agency  (DSA) 

Categories  of  records  in  the  system:  The  system  contains  the  name, 
social  security  number,  grade,  date  of  rank,  unit  of  assignment,  duty 
title,  career  specialty,  appraisal  of  performance,  estimate  of  potential 
value  to  the  service,  and  promotion  potential. 

Authority  for  maintenance  of  the  system:  10  USC  501  et  seq.  Per¬ 
sonnel;  5  USC  302  (bXl),  DoD  Directive  5105.22(IX) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  of  the  file  is 
to  insure  that  continuous  and  consistent  performance  appraisals  are 


prepared  for  each  member.  The  files  and  summary  are  used  by  the 
Staff  Director,  Military  Personnel  and  his  staff  to  review  consistency 
of  performance,  reliability  of  information,  compliance  with  parent 
service  terminology  and  regulations,  prejudicial  comments,  grammar, 
misleading  statements,  accuracy  of  word  picture,  question  abrupt 
changes  in  rating,  observe  trends,  establish  suspense  dates,  and 
statistical  data. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape  and  disc,  computer  printouts,  and  evalua¬ 
tion  reports. 

Retrievability:  Alphabetically  by  last  name  by  officer  and  enlisted 
personnel. 

Safeguards:  Maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel. 

Retention  and  disposal:  The  records  are  destroyed  within  one  year 
after  member  departs  from  DSA 

System  manager(s)  and  address:  Staff  Director,  Military  Personnel, 
HQ  DSA 

Notification  procedure:  Written  requests  to  the  SYSMANAGER 
will  contain  the  full  name,  social  security  number,  and  address.  The 
requestor  may  visit  the  SYSMANAGER’S  office  and  present  the  ap¬ 
propriate  military  identification  card. 

Record  access  procedures:  Contact  the  SYSMANAGER.  Official 
mailing  addresses  are  in  the  DoD  Directory  in  the  appendix  to  tKe 
DSA  systems  notice.  Written  requests  will  include  a  notarized  state¬ 
ment  attesting  to  the  requestor’s  identity  and  the  statement  that  ’I 
understand  that  knowingly  or  willingly  seeking  or  obtaining  access  to 
records  about  another  individual  under  false  pretenses  is  punishable 
by  a  fine  of  up  to 

5,000  under  the  provisions  of  the  Privacy  Act  of  1974. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER 

Record  source  categories:  Officer/Enlisted  Evaluation  Report 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S322.45  DSAH-M 

System  name:  322.45  Military  Personnel  Data  Bank  System 

System  location:  Staff  Director,  Military  Personnel,  HQ  Defense 
Supply  Agency  (DSA)  (DSAH-M)  Heads  of  Primary  Level  Field  Ac¬ 
tivities  (PLFAs) 

Categories  of  individuals  covered  by  the  system:  All  military  person¬ 
nel  currently  assigned  to  the  Defense  Supply  Agency  (DSA)  and  his¬ 
tory  records  of  those  individuals  previously  assigned. 

Categories  of  records  in  the  system:  The  categories  of  information 
contained  in  the  system  are  organization,  position,  identification 
grade,  service  specialty,  position  title,  special  requirements,  educa¬ 
tion  requirements,  geographic  location,  name,  service,  temporary 
date  of  rank,  social  security  number,  duty  specialty,  permanent 
grade,  permanent  date  of  rank,  date  assigned,  date  of  rotation,  re¬ 
marks,  primary  specialty,  job  related  experience,  civilian  education, 
military  school,  skill  courses,  date  of  birth,  retirement  date,  separa¬ 
tion  or  expiration  of  enlistment,  and  aero  rating. 

Authority  for  maintenance  of  the  system:  10  USC  501  et.  Seg.,  Per¬ 
sonnel  5  USC  S  302(BX1) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  of  the  file  is 
to  insure  effective  personnel/  career  management  for  DSA  and  DSA 
military  personnel.  The  printouts  are  used  by  the  Staff  Director  and 
Deputy  Staff  Director,  Military  Personnel,  the  Chief  and  Assistant 
Chief,  Assignments  and  Reserve  Affairs  Division  and  Staff  Spe¬ 
cialists  of  the  Division.  An  extract  printout  of  the  specific  PLFA  is 
used  by  the  Commander  and  his  personal  staff.  The  data  bank  is 
used  to  prepare  the  alphabetical  roster,  rotation  roster,  colonel 
roster,  listings  of  specialty  codes,  service  listings,  functional  listing, 
and  advanced  degree  listing.  These  documents  are  used  to  accurately 
report  data  on  the  individual  and  position  to  which  he  is  assigned, 
requisition  replacements,  select  assigned  personnel  for  higher  level 
positions,  provide  assigned  strength  figures  for  OSD,  and  assist  in¬ 
dividual  military  personnel  in  their  career  management. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape  and  disc,  and  computer  paper  printouts. 

Retrievability:  Alphabetically  by  last  name  in  Alpha  Roster.  This 
roster  contains  coded  identification  that  indicates  where  the  in¬ 
dividual  is  assigned. 
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Safeguards:  Maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel. 

Retention  and  disposal:  Printouts  are  held  for  one  year  and  then 
retired  to  Federal  Records  Center.  The  computer  tapes  are  held  for 
three  years  and  five  years  and  the  degaussed. 

System  managerfs)  and  address:  Staff  Director,  Military  Personnel, 
HQ  DSA 

Notification  procedure:  The  name  of  the  requestor  should  be  sent  to 
the  SYSMANAGER.  The  requestor  may  visit  the  Office  of  the 
SYSMANAGER,  and  present  the  appropriate  military  ID  Card. 

Record  access  procedures:  Contact  the  SYSMANAGER.  Official 
mailing  addresses  are  in  the  DoD  Directory  in  the  appendix  to  the 
DSA  systems  notice. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Military  Personnel  records  and  Position 
Distribution  Report 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S322.70  DSAH-M 

System  name:  322.70  Reserve  Affairs 

System  location:  Staff  Director,  Military  Personnel,  HQ  Defense 
Supply  Agency,  (DSA)  (DSAH-M) 

Categories  of  individuals  covered  by  the  system:  All  Ready  Reserve 
(Army,  Air  Force  and  Navy)  personnel  assigned  to  DSA  Mobilization 
Designation  (Mob  Des)  positions. 

Categories  of  records  in  the  system:  Individual  reference/control 
card  name,  grade,  SSAN,  Service,  career  specialty,  position  title, 
date  of  birth,  commission  date,  promotion  date,  release  date,  security 
clearance  education,  home  address,  &  civilian  occupation. 

Authority  for  maintenance  of  the  system:  10  USC  SOlet  seq.  Person¬ 
nel  5  USC  S  302  (bXl),  DoD  Directive  5105.22  (IX). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  of  the  card  is 
to  have  information  readily  available  in  the  day  to  day  operation  of 
the  Reserve  Mobilization  program.  It  is  used  by  the  Staff  Director, 
his  Deputy  and  the  Reserve  personnel  specialists.  Data  is  used  in 
preparation  of  personnel  actions  such  as  reassignments,  classification 
actions,  promotions;  scheduling  and  verifying  active  duty  and  inac¬ 
tive  duty  training 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Vertical  card  files 

Retrievability:  Alphabetically  by  last  name 

Safeguards:  Maintained  in  area  accessible  only  to  authorized  per¬ 
sonnel 

Retention  and  disposal:  Destroyed  one  year  after  individual  departs 
DSA 

System  manager(s)  and  address:  Staff  Director,  Military  Personnel, 
HQ  DSA 

Notification  procedure:  The  name  of  the  requestor  should  be  sent  to 
the  above  SYSMANAGER.  The  requestor  may  visit  the  office  of  the 
SYSMANAGER  and  present  the  appropriate  military  ID  Card. 

Record  access  procedures:  Contact  the  SYSMANAGER.  Official 
mailing  addresses  are  in  the  DoD  Directory  in  the  appendix  to  the 
DSA  systems  notice 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Data  processing  output  from  the  Military 
Services 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S330.I5  DPSC-G 
System  name:  Authorization  File 

System  location:  Office  of  Counsel  (DPSC-G)  Defense  Personnel 
Support  Center  Bldg.  12,  Wing  g  2800  South  20th  Street  Philadelphia, 
PA  19101 

Categories  of  individuals  covered  by  the  system:  All  civilian  person¬ 
nel  in  the  Office  of  Counsel,  DPSC,  who  have  ahd  or  currently  have 
authorization  to  act  in  an  officially  appointed  capacity. 

Categories  of  records  in  the  system:  DD  Form  577,  copies  of  special 
orders  appointing  individuals  in  various  capacities,  requests  for  spe¬ 
cial  orders,  letters  and  correspondence  re  various  appointments  of 


office  personnel,  DCTSC  Form  1322,  ’Delegation  of  Authority’, 
DPSC  directives. 

Authority  for  maintenance  of  the  system:  10  U.S.C.  125  DoD 

Directive  5105.22 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  maintained 
for  purposes  of  determining  which  office  personnel  have  had  or  cur¬ 
rently  have  authorization  to  act  in  an  officially  appointed  capacity. 
Information  is  used  solely  by  office  managers  to  insure  that  delega¬ 
tions  of  authority  are  properly  handled  and  to  maintain  records  in 
which  capacity  one  or  more  office  personnel  are  empowered  to  act. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  chronologically 

Safeguards:  Records  are  maintained  in  a  locked  file  drawer  and  are 
accessible  only  to  office  personnel. 

Retention  and  disposal:  Records  are  maintained  indefinitely  and  are 
reviewed  annually  to  determine  if  the  oldest  records  are  still  necessa¬ 
ry. 

System  manageris)  and  address:  Associate  Counsel,  DPSC, 
Philadelphia,  PA 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide  full 
name,  Social  Security  Account  Number  and  dates  of  employment  at 
Office  of  Counsel,  DPSC-  Individual  may  visit  Office  of  Counsel, 
DPSC,  to  obtain  information  on  whether  the  system  contains  records 
pertaining  to  that  individual. 

Record  access  procedures:  Access  may  be  had  through  the  Office  of 
Counsel,  DPSC.  Written  requests  for  information  should  contain  the 
full  name,  current  address  and  telephone  number  of  the  individual. 
For  persona]  visits,  the  individual  should  provide  some  acceptable 
identification,  i.e.,  drivers  license,  employee  identification  card,  etc. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Military  personnel,  Associate  Counsel, 
DPSC,  personnel  in  Office  of  Counsel. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S330.50DPSC 

System  name:  330.50  Defense  Personnel  Support  Center  (DPSC) 
Civilian  Personnel  File 

System  location:  Office  of  Civilian  Personnel,  Management 
Assistance  and  Liaison  Division,  DPSC. 

Categories  of  individuals  covered  by  the  system:  All  current  civilian 
personnel  serviced  by  DPSC  except  those  working  for  the  Defense 
Subsistence  Regions,  the  Subsistence  Laboratory  or  the  Orthopedic 
Footwear  Clinic. 

Categories  of  records  in  the  system:  Name,  Social  Security  Account 
Number  (SSAN),  sex,  year  of  birth,  veterans’  status,  retention 
grouping,  service  computation  date,  type  of  appointment,  title,  job 
number,  supervisory  status,  service  code,  series,  grade,  competitive 
level  code,  organization,  activity,  Julian  date,  nature  of  action. 

Authority  for  maintenance  of  the  system:  5  U.S.C. ,  Sec.  301,  302, 
E.O.  10561 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  This  listing  is  used  only  by 
the  DPSC  Office  of  Civilian  Personnel.  Information  is  used  for  main¬ 
tenance  and  update  of  retention  registers  and  for  one-time  manage¬ 
ment  information  reports. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape,  computer  paper  printouts  stored  in  filing 
cabinet. 

Retrievability:  Individual  information  is  accessed  by  SSAN. 

Safeguards:  Magnetic  tape  is  kept  in  a  tape  library  which  is  accessi¬ 
ble  only  to  authorized  personnel.  Computer  personnel  who  process 
the  reports  are  appropriately  cleared. 

Computer  paper  records  are  maintained  in  areas  accessible  only  to 
Office  of  Civilian  Personnel  employees.  Personnel  Office  is  in  build¬ 
ing  which  is  under  security  guard  surveillance  during  non-duty  hours. 

Retention  and  disposal:  A  new  listing  is  prepared  monthly;  the 
previous  one  is  destroyed  at  that  time. 

Magnetic  tape  records  are  kept  for  60  days,  then  destroyed. 
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System  managers)  and  address:  Chief,  Management  Assistance  and 
Liaison  Division,  Office  of  Civilian  Personnel,  DPSC. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER  and  must  contain  full  name 
and  SSAN.  Official  mailing  address  is  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Defense  Supply  Agency  (DSA) 
systems  notice. 

Record  access  procedures:  Assistance  may  be  obtained  from  the 
SYSMANAGER 

Written  requests  for  information  should  contain  the  full  name,  cur¬ 
rent  address  and  telephone  number  of  the  individual.  For  personal 
visits,  the  individual  should  be  able  to  provide  some  acceptable 
identification,  such  as  driver’s  license,  employing  office  identification 
card,  and  give  some  verbal  information  that  could  be  verified  by  ex¬ 
amining  the  individual’s  entry  on  the  listing. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Standard  Form  50’s  (Notification  of  Per¬ 
sonnel  Action)  and  annual  position  classification  surveys. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S330.60DCRT-E-Z 

System  name:  330.60  Dallas  Internal  Personnel  Management  Informa¬ 
tion  System  (DIPMIS) 

System  location:  Office  of  Civilian  Personnel  (DCRT-E),  Defense 
Contract  Administration  Services  Region  (DCASR)  Dallas. 

Categories  of  individuals  covered  by  the  system:  DCASR  Dallas 
Civilian  Personnel  who  have  been  hired,  separated  or  had  an  internal 
position  change  since  1  July  1973. 

Categories  of  records  in  the  system:  Contains  a  code  for  the  type  of 
personnel  action;  the  name  of  the  individual;  the  type  of  appointment 
on  which  the  individual  is  serving;  the  month  and  year  of  the  action; 
the  series  and  grade  from  which  the  individual  moved;  the  series  and 
grade  to  which  the  individual  moved;  the  year  of  birth;  the  organiza¬ 
tions  from  which  and  to  which  the  individual  moved;  the  length  of 
time  taken  to  process  the  action  in  the  Civilian  Personnel  Office;  the 
number  of  months  which  the  individual  worked  for  DCASR  Dallas 
(for  separation  actions  only);  and  the  supervisor’s  evaluation  of  the 
employee’s  overall  effectiveness  (for  separation  actions  only). 

Authority  for  maintenance  of  the  system:  5  U.S.C.  Sec.  301,  302, 
E.O.  10561,  FPM  Chapter  250,  Subchapter  1-4. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  of  this 
system  is  to  provide  operating  management  with  reliable  summary 
data  on  which  to  base  manpower  planning.  A  secondary  purpose  is  to 
provide  information  for  related  planning  purposes  such  as  Upward 
Mobility,  Equal  Employment  Opportunity  (EEO)  and  Labor  Manage¬ 
ment  Relations. 

Some  information  is  provided  from  the  file  (normally  in  highly 
summarized  form)  to  authorized  external  investigators  such  as 
grievance  examiners,  EEO  complaint  investigators,  DSA  Inspector 
General  Teams. 

Internal  DCASR  Dallas  management  uses  this  information  to 
forecast  type  and  number  of  hires;  to  evaluate  staffing  performance 
by  the  Civilian  Personnel  Office;  to  gather  historical  data  such  as 
number  and  kinds  of  promotions  or  reassignments  and  internal  move¬ 
ments  of  the  clerical  workforce.  Users  external  to  DCASR  Dallas 
receive  information  from  it  which  is  directly  related  to  such  purposes 
as  the  resolution  of  EEO  complaints  or  grievances. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  maintained  in  the  GE  Mark  III  time-shared 
computer  system,  presumably  on  magnetic  discs.  Records  for  the 
second  fiscal  year  preceding  the  current  one  are  transferred  to  paper 
tape  and  stored  in  the  DCASR  Dallas  Office  of  Civilian  Personnel. 

Retrievability:  Information  in  the  system  may  be  retrieved  using 
any  data  element  contained  in  the  system.  While  it  is  possible  to 
retrieve  all  of  the  information  on  a  specific  individual,  this  is  not  nor¬ 
mally  done.  Information  identifiable  to  a  specific  individual  is  ac¬ 
cessed  by  name. 

Safeguards:  Records  can  be  accessed  only  by  individuals  who 
know  the  files  structure  and  are  familiar  with  the  software  required. 
In  addition,  access  to  the  system  requires  use  of  an  access  code  and 
password  known  only  to  selected  individuals  in  the  Office  of  Civilian 
Personnel. 


Retention  and  disposal:  Records  are  retained  in  computer  memory 
for  no  more  than  24  months.  Records  from  the  second  previous  fiscal 
year  and  earlier  are  transferred  to  paper  tape  and  stored  in  the 
Civilian  Personnel  Office.  Records  are  destroyed  when  they  pertain 
-  to  the  sixth  previous  fiscal  year. 

System  managers)  and  address:  Civilian  Personnel  Officer,  Office 
of  Civilian  Personnel,  DCASR  Dallas. 

Notification  procedure:  Individuals  who  desire  to  know  if  the 
system  contains  information  on  them  should  contact  the 
SYSMANAGER,  and  should  provide  last  name,  dates  of  employ¬ 
ment  with  DCASR  Dalis,  title,  series  and  grade  of  current  (or  last) 
position  held.  An  individual  may  visit  the  Office  of  Civilian  Person¬ 
nel  to  obtain  information  on  whether  the  system  contains  records 
pertaining  to  that  person.  For  personal  visits,  a  current  employee  of 
the  DCASR  need  only  verbally  identify  himself  or  herself.  Former 
employees  need  to  provide  positive  identification  (such  as  a  driver’s 
license)  and  the  last  Standard  Form  50  (Notification  of  Personnel  Ac¬ 
tion)  from  their  employment  at  the  DCASR. 

Record  access  procedures:  Individuals  may  determine  how  to  gain 
access  to  records  by  contacting  the  Civilian  Personnel  Officer, 
DCASR  Dallas  at  the  mailing  address  listed  in  the  Department  of 
Defense  Directory  in  the  appendix  to  the  DSA  system  of  records 
notice. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  All  information  in  the  system  is  taken 
from  the  employee’s  official  personnel  folder  except  that  the  ap¬ 
praisal  of  the  value  of  employees  separating  from  DCASR  Dallas  is 
provided  by  the  immediate  supervisor  of  the  employee. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S332.01  DSAH-KS 
System  name:  332.01  Employment  Inquiries 

System  location:  Staffing  and  Employee  Relations  Division,  Staff 
Director,  Civilian  Personnel,  Headquarters,  Defense  Supply  Agency 
(HQ  DSA),  Cameron  Station,  Alexandria,  Va  22314 
.  Categories  of  individuals  covered  by  the  system:  DSA  civilian  and 
military  personnel,  contractor  employees,  and  other  individuals  or  or¬ 
ganizations  on  behalf  of  individuals  who  have  forwarded  employment 
inquiries  to  Members  of  Congress,  Secretary  of  Defense,  Director  of 
Defense  Supply  Agency  (DSA),  Staff  Director  for  Civilian  Personnel, 
or  other  official. 

Categories  of  records  in  the  system:  Case  files  include  employment 
inquiries  to  Members  of  Congress,  Secretary  of  Defense,  Director  of 
Defense  Supply  Agency  and  Staff  Director  for  Civilian  Personnel, 
Headquarters  Defense  Supply  Agency  and  others  which  have  been 
referred  to  Staff  Director  Civilian  Personnel  for  response,  action  or 
information.  These  include  statements  of  qualifications,  letters, 
photographs,  letters  of  appreciation  and  recommendation,  cer¬ 
tificates,  ratings,  eligibility  forms  and  related  papers  concerning  em¬ 
ployment. 

Authority  for  maintenance  of  the  system:  5  U.S.  Code,  Sec.  301, 
302,  and  E.O.  10561;  Department  of  Defense  Directive  5400.4  20 
February  1971  and  titled:  Provisions  of  Information  to  Congress  and 
Department  of  Defense  Directive  5105.22,  9  December  1965,  and  ti¬ 
tled:  Defense  Supply  Agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose:  Information  is 
maintained  for  purposes  of  replying  to  additional  inquiries  and  follow 
up  action. 

Information  is  used  by:  Civilian  personnel  offices  and  other  ap¬ 
propriate  officials  of  DSA  in  order  to  determine  qualifications  and 
for  giving  proper  consideration  in  the  filling  of  vacancies.  The 
civilian  personnel  office,  when  hiring  applicant,  uses  information  as 
part  of  the  employee’s  permanent  record.  Members  of  Congress  and 
other  individuals  or  organizations  who  wrote  to  DSA  on  behalf  of  an 
individual  and  who  use  it  to  respond  to  the  individual,  or  for  other 
related  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  log  book. 

Retrievability:  Filed  alphabetically  by  last  name  of  individual  sub¬ 
mitting  employment  inquiry. 

Safeguards:  Records  are  maintained  in  locked  file  cabinets  in  areas 
accessible  only  to  Agency  personnel. 
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Retention  and  disposal:  Records  are  retained  in  active  file  until  end 
of  calendar  year  and  held  one  to  three  additional  years  in  inactive  file 
and  subsequently  retired  to  Federal  Records  Center.  After  a  total  of 
ten  years  records  are  destroyed. 

System  managers)  and  address:  Staff  Director,  Civilian  Personnel, 
DSA,  Cameron  Station,  Alexandria,  Va  22314 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide  full 
name. 

Record  access  procedures:  Official  mailing  address  of  the 
SYSMANAGER  is  in  the  Department  of  Defense  Directory  in  the 
appendix  to  the  DSA  systems  notice.  Written  requests  for  informa¬ 
tion  should  be  addressed  to  SYSMANAGER  and  contain  the  full 
name,  current  address  and  telephone  numbers  of  the  individual.  For 
personal  visits,  the  individual  should  be  able  to  provide  some  ac¬ 
ceptable  identification,  that  is,  driver’s  license,  work  identification 
card,  and  give  some  verbal  information  that  could  be  verified  with 
his  case  folder. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  No  additional  sources  of  information 
other  than  provided  by  individual  involved,  and  other  correspon¬ 
dence  relating  to  the  employment  inquiry. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S333.10  DSAH-G 

System  name:  333.10  Attorney  Personal  Information  and  Applicant 
Files 

System  location:  Primary  System-Office  of  Counsel,  Headquarters, 
Defense  Supply  Agency,  DSAH-G,  holds  personal  information 
records  of  all  DSA  attorneys  and  applicants  for  DSA  legal  positions. 

Decentralized  segments-Office  of  Counsel,  Primary  Level  Field 
Activities  (PLFAs)  hold  personnel  records  for  resident  attorneys  and 
applicants  for  positions. 

Categories  of  individuals  covered  by  the  system:  All  DSA  attor¬ 
neys,  former  DSA  attorneys,  and  applicants  for  DSA  legal  positions. 

Categories  of  records  in  the  system:  Cover  letters,  resumes,  and 
Forms  171  submitted  by  applicants  and  replies  thereto,  and  records 
of  promotions,  courses  completed,  position  descriptions,  per¬ 
formance  appraisals.  Forms  171,  personnel  actions,  educational 
transcripts,  recommendations  and  personal  data  of  DSA  attorneys. 

Authority  for  maintenance  of  the  system:  3  USC  3101,  General 
Authority  to  Employ,  Executive  Order  10577,  Civil  Service  Regula¬ 
tion,  Section  213.3102(d)  and  (e),  10  USC  137. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Applications  are  used  for 
filling  positions  in  all  DSA  legal  offices.  Attorney  information  folders 
are  maintained  for  review  incident  to  personnel  actions  including 
promotions  performance  appraisals,  reassignments,  etc.  and  as  a 
general  performance  and  experience  record.  Parts  of  these  folders 
may  be  submitted  to  other  agencies  considering  the  attorney  for  em¬ 
ployment.  Information  may  be  used  in  answering  inquiries  from  In¬ 
dividuals,  Congressmen  or  other  Government  agencies  or  for  verifi¬ 
cation  of  employment. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  by  surname  of  attorney  or  applicant 

Safeguards:  Attorney  information  folders  are  kept  in  a  safe;  appli¬ 
cations  are  kept  in  file  cabinets  accessible  only  to  authorized  person¬ 
nel  of  the  Office  of  Counsel  or  as  determined  by  Counsel. 

Retention  and  disposal:  Applications  are  kept  for  two  years  from 
receipt.  Attorney  information  folders  are  kept  indefinitely. 

System  manager(s)  and  address:  Office  of  Counsel,  Defense  Supply 
Agency,  DSAH-G,  and  Offices  of  Counsel,  PLFAs. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide  full 
name  and,  if  appropriate,  date  application  was  submitted. 

Record  access  procedures:  SYSMANAGER,  Official  mailing  ad¬ 
dress  is  in  the  DoD  Directory  in  the  Appendix  to  the  DSA  Systems 
Notices. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  SYSMANAGER. 

Record  source  categories:  Applicants,  employees,  co-employees, 
outside  references,  supervisors,  and  personnel  offices. 


Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S334.05DSAH-K 

System  name:  Civilian  Personnel  Administration  Career  Program 

System  location:  Training  and  Incentives  Division,  Staff  Director, 
Civilian  Personnel,  Headquarters,  Defense  Supply  Agency  (HQ  DSA) 

Categories  of  individuals  covered  by  the  system:  DSA  employees 
and  other  applicants  for  registration,  GS-U  and  above,  engaged  in 
civilian  personnel  administration  to  include:  Personnel  Management 
Specialists,  GS-201;  Personnel  Staffing  Specialists,  GS-212;  Position 
Classification  Specialists,  GS-221;  Employee  Relations  Specialists 
and  Labor  Relations  Specialists,  GS-230;  AND,  Employee  Develop¬ 
ment  Specialists,  GS-235. 

Categories  of  records  in  the  system:  Personal  Qualifications  State¬ 
ment,  Individual  Development  Plan,  Assessment  of  Qualifications  for 
Advancement,  Employee  Career  Evaluation,  Screening  Panel  ratings, 
and  lists  of  referrals  for  vacancies,  other  documents  or  correspon¬ 
dence  submitted  by  employees  or  their  supervisors. 

Authority  for  maintenance  of  the  system:  5  U.S.  Code,  Sec.  4103, 
Establishment  of  Training  Programs  DSA  Manual  1445.17,  DSA 
Civilian  Career  Program  for  Civilian  Personnel  Administration. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  maintained 
for  purpose  of  screening  and  referral  of  registered  careerists  to  fill 
civilian  personnel  positions  at  grade  GS-12  and  above  throughout 
DSA.  Information  is  used  by:  Agency  Screening  Panel  -  to  screen 
and  review  careerists  for  referral.  DSA  Career  Program  Technical 
Staff  for  administrative  review  and  update  of  files.  DSA  Training 
personnel  •  to  determine  long-range  training  needs.  DSA  Selecting  of¬ 
ficials  in  selecting  a  registrant  to  fill  the  position  opening. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  by  series  and  grade  alphabetically  by  last  name 
of  careerist. 

Safeguards:  Records  are  maintained  in  locked  file  cabinet  accessi¬ 
ble  only  to  authorized  Agency  personnel.  Authorized  Agency  person¬ 
nel  include:  Staff  Director,  Civilian  Personnel,  Division  Chiefs,  staff 
members  of  the  Training  Division. 

Retention  and  disposal:  Records  are  retained  with  annual  updating 
by  the  registered  careerist.  The  material  is  destroyed  as  it  becomes 
outdated,  and  upon  annual  review  when  individual  is  no  longer  eligi¬ 
ble  for  registration.  The  records  are  retained  a  maximum  of  two 
years. 

System  manageris)  and  address:  Staff  Director,  Civilian  Personnel, 
Headquarters  Defense  Supply  Agency. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER,  ATTN:  Career  Program 
Technical  Staff.  Official  mailing  address  is  contained  in  Department 
of  Defense  Directory  in  the  appendix  to  the  DSA  systems  notice. 
Requester  must  give  name,  personnel  job  title,  series,  grade,  and  ad¬ 
dress.  No  identification  required  for  personal  visit. 

Record  access  procedures:  Written  requests  for  information  should 
contain  the  full  name,  series,  current  address  and  telephone  number 
of  the  registered  careerist.  For  personal  visits,  the  individual  should 
be  able  to  provide  some  acceptable  identification  and  give  some  ver¬ 
bal  information  that  could  be  verified  with  his  folder. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Careerist,  careerist’s  supervisor,  inter¬ 
mediate  supervisors,  members  of  career  screening  panel.  Civilian 
Personnel  Officers. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S334.10DSAH-KM 

System  name:  334.10Central  Inventory,  Comptroller/Financial 
Management  Carreer  Program 

System  location:  Training  and  Incentives  Division,  Office  of 
Civilian  Personnel,  Headquarters  Defense  Supply  Agency  (HQ  DSA.) 

Categories  of  individuals  covered  by  the  system:  Employees  of  the 
Defense  Supply  Agency  at  grades  GS-13  and  above  and  others  who 
are  registered  in  the  Department  of  Defense-wide  Civilian  Career 
Program  for  Comptroller/Financial  Management  Personnel. 

Categories  of  records  in  the  system:  Personnel  Qualifications  State¬ 
ment  and  Employee  Career  Appraisal  on  all  careerists  registered  in 
the  inventory. 
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Authority  for  maintenance  of  the  system:  S  U.  S.  C.  4103,  Establish¬ 
ment  of  Training  Program  DoD-wide  Civilian  Career  Program  for 
Comptroller/Financial  Management  Personnel  DoD  Manual  1430.10- 
M-4. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  by  the 
HQ  DSA,  Training  and  Incentives  Division  and  other  DSA  officials 
for  referral  of  interested  candidates  for  vacancies  in  grades  GS-14 
and  above  throughout  the  Department  of  Defense. 

Documents  are  used  by  the  Career  Management  Staff  of  the  hiring 
component  for  referral  of  ten  (10)  best  qualified  candidates  to  hiring 
activity.  _ 

Documents  of  referred  candidates  are  used  by  selecting  supervisor 
in  determining  best  qualified  candidate  for  the  vacancy. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  are  kept  in  individual  file  folders. 

Retrievability:  Documents  are  filed  by  name  and  cross-referenced 
to  organizational  activity. 

Safeguards:  Records  are  maintained  in  locked  file  cabinets  in  areas 
accessible  only  to  Program  Management  Staff. 

Retention  and  disposal:  Records  are  updated  annually  by  registered 
careerist.  Material  is  destroyed  as  it  becomes  outdated,  and  on  an¬ 
nual  review  when  individual  no  longer  eligible  for  registration. 
Records  are  retained  a  maximum  of  two  years. 

System  manager(s)  and  address:  Chief,  Employee  Development  and 
Incentives  Division.  Staff  Director,  Civilian  Personnel,  Headquarters, 
DSA. 

Notification  procedure:  Written  requests  for  information  may  be 
directed  to  the  SYSMANAGER. 

Record  access  procedures:  Assistance  may  be  obtained  from  the 
SYSMANAGER.  Official  mailing  address  is  contained  in  Department 
of  Defense  Directory  in  the  appendix  to  the  DSA  systems  notice. 
Written  requests  should  contain  the  full  name,  current  address  and 
telephone  number  of  the  individual.  For  personal  visits  and  written 
requests,  individual  must  provide  some  acceptable  identification  or 
information  that  could  be  verified  before  information  is  released. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  for  the  SYSMANAGER. 

Record  source  categories:  Information  provided  by  registrants,  im¬ 
mediate  and  reviewing  supervisors,  and  others  with  knowledge  of  the 
registrant. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S334.10DSAH-KT 

System  name:  334.10  Individual  Development  Plan  (IDP) 

System  location:  This  system  is  decentralized  by  organization  and 
geography  to  the  supervisory  level  and  personnel  office  at  all 
Defense  Supply  Agency  (DSA)  field  activities. 

Categories  of  individuals  covered  by  the  system:  DSA  civilian  em¬ 
ployees  at  grades  GS-5  and  above  covered  by  DSA  or  Department  of 
Defense  career  programs. 

Categories  of  records  in  the  system:  Individual  development  plan 
containing  stated  career  objectives  and  planned  developmental  as¬ 
signments  and/or  training  identified  to  assist  careerist  in  achieving 
career  goals.  While  records  maintained  in  accordance  with  this  notice 
are  all  'hard  copy'  or  manual  in  nature,  some  of  the  records  may  be 
produced  by  automated  data  processing  systems  described  in  other 
notices. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  Secs.  4101,  4103. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  IDP  is  used  as  a  planning 
document  by  employees  and  supervisors  to  assure  careerist  acquires 
needed  skills  to  adequately  function  in  present  job  capacity  as  well 
as  future  positions.  It  is  also  used  as  an  input  document  to  enable  the 
civilian  personnel  office  to  identify  training  needs  and  establish  ac¬ 
tivity  training  plans. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  or  binders. 

Retrievability:  By  employee  name  or  organizational  segment. 

Safeguards:  Records  are  maintained  in  areas  accessible  to 
authorized  agency  personnel  only. 

Retention  and  disposal:  Records  are  updated  annually  and  copies 
destroyed  when  employee  leaves  activity. 


System  manager(s)  and  address:  Civilian  Personnel  Officer  at  each 
DSA  Primary  Level  Field  Activity  (PLFA). 

Notification  procedure:  Employees  who  wish  to  determine  what 
records  are  being  maintained  at  supervisory  or  personnel  office  level 
should  address  their  inquiries  to  their  immediate  supervisors  or  to  the 
PLFA  office  of  civilian  personnel. 

Record  access  procedures:  Personal  requests  for  record  content 
should  be  made  to  the  immediate  supervisor  or  to  the 
SYSMANAGER.  Written  request  for  assistance  in  obtaining  access 
should  be  directed  to  the  SYSMANAGER,  and  should  contain  the 
full  name  and  organizational  location  of  the  employee.  Official  mail¬ 
ing  addresses  of  the  SYSMANAGER  are  in  the  Department  of 
Defense  directory  in  the  appendix  to  the  DSA  systems  notice.  For 
personal  visits  to  SYSMANAGER,  the  individual  should  provide 
some  acceptable  identification,  such  as  activity  identification  card  or 
driver’s  license. 

Contesting  record  procedures:  The  agency  rules  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Employee's  supervisors,  management  of¬ 
ficials,  and  staff  of  the  office  of  civilian  personnel. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S335.80DSAH-Q 

System  name:  Quality  Assurance  Staff  Development  Program 

System  location:  The  primary  system  of  records  is  maintained  in 
the  Defense  Contract  Administration  Services  (DCAS)  Quality  As¬ 
surance  Staff  Development  Office  (DQADO),  Headquarters,  Defense 
Supply  Agency,  Cameron  Station,  Alexandria,  VA,  22314.  A  secon¬ 
dary  decentralized  system  of  training  records  is  maintained  in  the 
DCAS  Region  Quality  Assurance  Directorate,  DCA’S  District,  or 
DCAS  Office  where  the  Staff  Development  Trainee  is  assigned. 

Categories  of  individuals  covered  by  the  system:  Each  trainee  in  the 
DCAS  Quality  Assurance  Staff  Development  Program. 

Categories  of  records  in  the  system:  Personnel  qualifications  state¬ 
ment;  Individual  Training  Plans  (ITPs);  records  of  training  requested, 
received,  waived,  and  planned  for  each  trainee;  informal  training 
evaluations  of  each  on-the-job  training  (OJT)  assignment,  quarterly 
trainee  progress  reports  and  evaluations;  budgeted  and  actual  cost  of 
training;  records  and  evaluations  of  special  projects  performed  by 
trainees;  trainee  correspondence  related  to  ITPs;  records  and  reports 
of  trainee  attendance  and  leave,  including  records  of  sick,  annual  and 
other  types  of  leave  taken  and  other  absences;  time  in  special  or  tem¬ 
porary  duty  (TDY)  assignments;  official  correspondence  related  to  a 
trainee’s  attendance  and  leave;  and  promotion  and  target  position 
data.  While  records  maintained  are  currently  manual  in  nature,  some 
records  may  be  produced  by  automated  data  processing  systems 
described  in  other  notices. 

Authority  for  maintenance  of  the  system:  Chapter  41,  Title  S,  United 
States  Code. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Data  is  used  by  the 
DQADO  program  staff  and  DCAS  training  program  managers  for 
scheduling  of  training,  determining  progress  of  trainees  and  eligibility 
for  promotion  in  the  program  and  graduation  from  the  program, 
determining  when  a  trainee  requires  special  attention;  data  on  leave 
and  attendance  is  used  for  pay  purposes.  Defense  Supply  Agency 
managers  and  supervisors  in  the  Quality  Assurance  function  use  the 
records  to  determine  adequacy  of  training  and  appropriate  assign¬ 
ments  for  trainees. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

RetrieVability:  Filed  alphabetically  by  last  name  of  trainee. 

Safeguards:  Records  are  maintained  in  locked  file  cabinets. 

Retention  and  disposal:  Records  are  maintained  for  one  year  fol¬ 
lowing  graduation  of  the  trainee  and  are  then  destroyed. 

System  manager(s)  and  address:  DCAS  Quality  Assurance  Staff 
Development  Office,  ATTN:  DQADO-S,  Headquarters  Defense 
Supply  Agency  (DSA). 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide  full 
name.  Official  mailing  address  is  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  DSA  systems  notice. 

Record  access  procedures:  Written  or  personal  requests  for  informa¬ 
tion  should  be  directed  to  the  SYSMANAGER.  No  identification  is 
required  for  personal  visits.  For  Written  requests,  identity  of 
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requester  will  be  verified  by  comparing  signature  with  signature  in 
record. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  of  records  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individual  quality  assurance  staff 
development  trainees,  Government  training  school  personnel  and 
records,  the  program  managers  and  supervisors,  and  other  Agency 
officials  directly  involved  in  trainee’s  progress  in  the  program. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S336.10  DCRS-F 

System  name:  336.10  Personnel  Cost  Forecast  System 

System  location:  Budget  Function,  Budget  and  Management  Sup¬ 
port  Division,  Office  of  Systems  and  Financial  Management,  Defense 
Contract  Administration  Services  Region  (DCASR)  St.  Louis. 

Categories  of  individuals  covered  by  the  system:  All  current  and 
former  civilian  personnel  assigned  to  DCASR  St  Louis. 

Categories  of  records  in  the  system:  Master  employee  record  show¬ 
ing  grade,  date  of  next  step  increase,  assignment  code,  and  in  some 
instances,  hourly  rate.  Personnel  Cost  Forecast  listing  shows  assign¬ 
ment  and  projected  salary  for  each  GS  salaried  employee  by  month. 
Identity  is  by  social  security  number.  Manual  subsidiary  records  are 
kept  by  employee  showing  date  entered  on  duty,  date  departed, 
promotion  date,  and  incentive  awards. 

Authority  for  maintenance  of  the  system:  5  US C  Chap.  33,  Pay 
Rates  and  Systems,  10  USC  136 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  system  is  used  to  pro¬ 
ject  basic  pay  costs  in  the  budget  development  and  execution  stages 
at  DCASR  St.  Louis.  Statistical  records  are  maintained  for  at  least 
three  prior  years  to  develop  promotion  trends,  attrition  rates,  average 
grades  of  employees  leaving,  and  average  grade  of  new  hires. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Listings  are  stored  in  binders.  Other  data  is  maintained  on 
13  column  work  paper. 

Retrievability:  Master  file  is  in  alphabetical  sequence  and  con¬ 
trolled  by  social  security  number.  The  Personnel  Forecast  listings  are 
generated,  one  at  branch  level  and  the  other  by  cost  code.  Both  con¬ 
trol  on  social  security  number. 

Safeguards:  Records  are  maintained  in  budget  area  and  are 
restricted  to  personnel  performing  budget  duties. 

Retention  and  disposal:  Mechanized  listings  are  retained  for  current 
year  plus  one  prior  year.  Manual  records  are  retained  for  current 
year  plus  three  prior  years. 

System  manager(s)  and  address:  Chief,  Office  of  Systems  and 
Financial  Management,  DCASR  St.  Louis. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER  or  to  the  senior  budget 
analyst.  Budget  and  Management  Support  Division,  Office  of 
Systems  and  Financial  Management,  DCASR  St.  Louis. 

Record  access  procedures:  Requests  should  be  addressed  to  the 
SYSMANAGER.  Written  requests  should  contain  full  name,  current 
address,  telephone,  and  social  security  number  of  individual.  For  per¬ 
sonal  visits,  individuals  should  be  able  to  provide  some  acceptable 
identification  that  can  be  verified  with  the  files;  such  as  identification 
badge  or  driver’s  license.  Official  mailing  addresses  are  in  the  De¬ 
partment  of  Defense  directory  in  the  appendix  to  the  DSA  system  of 
record  notices. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Personnel  actions  generated  by  the  Office 
of  Civilian  Personnel,  DCASR  St.  Louis. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S336.50DSAH-KM 

System  name:  336.50  Position  Surveys 

System  location:  Maintained  at  the  Defense  Supply  Agency  (DSA) 
Primary  Level  Field  Activities  (PLFAs).  Official  mailing  addresses 
are  in  Department  of  Defense  directory  in  the  appendix  to  the  DSA 
system  of  records  notice. 

Categories  of  individuals  covered  by  the  system:  DSA  civilian 
General  Schedule  (GS)  employees. 

Categories  of  records  in  the  system:  Forms  listing  employee's  name, 
position  description  number,  position  title,  series  and  grade  and  su¬ 
pervisory  remarks  on  position  review. 


Authority  for  maintenance  of  the  system:  3  U.  S.  Code,  Sec.  301, 
302;  5  USC  5115,  Regulations.  Federal  Personnel  Manual  Chapter 
311. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  maintained 
as  the  official  record  of  the  annual  review  of  position  structures  and 
accomplishes  position  and  personnel  actions  in  accordance  with 
statutory  and  regulatory  requirements.  This  document  provides  the 
basis  for  supervisory  certification  of  essentiality  of  each  position,  ac¬ 
curacy  of  position  descriptions  and  classification  review  results.  In¬ 
formation  is  used  by: 

Personnel  specialists  •  to  accomplish  needed  actions  identified 
through  review;  to  inform  operating  management  of  needed  classifi¬ 
cation  changes  (title,  series  and  grade)  for  appropriate  surveyed  posi¬ 
tions,  to  prepare  required  reports  to  higher  Headquarters. 

Operating  Management  -  to  insure  appropriateness  of  position 
structures  and  distribution  of  assignments. 

Civil  Service  Commission  inspection  teams  -  may  review  to  deter¬ 
mine  whether  proper  personnel  and  position  actions  taken  were  ac¬ 
complished  in  accordance  with  statutory  and  regulatory  requirements. 

Headquarters  DSA  inspection  teams  may  review  to  determine 
whether  proper  personnel  and  position  actions  taken  were  accom¬ 
plished  in  accordance  with  statutory  and  regulatory  requirements. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Accessed  by  position  description  number  within  or¬ 
ganizational  code  and  employing  activity.  Individuals  are  identified 
only  by  some  cross  reference,  such  as  the  Official  Personnel  Folder. 

Safeguards:  Made  available  to  employee  concerned,  supervisor 
concerned.  Office  of  Civilian  Personnel  (OCP)  staff.  Headquarters 
DSA  and  CSC.  In  some  instances.  Offices  of  Planning  and  Manage¬ 
ment  responsible  for  organizational  structure  and  position  control 
may  receive  file.  Maintained  in  locked  containers. 

Retention  and  disposal:  Destroyed  two  years  after  a  regularly 
scheduled  DSA  or  Civil  Service  Commission  inspection,  whichever  is 
sooner. 

System  managers)  and  address:  Staff  Director,  Civilian  Personnel, 
HQ  DSA  and  Civilian  Personnel  Officers,  DSA  PLFAs. 

Notification  procedure:  Requests  may  be  directed  to  the  appropriate 
PLFA  Civilian  Personnel  Officer  (CPO).  The  employee  must  provide 
full  name,  organizational  element  in  which  employed,  position 
description  number  and  must  present  activity  identification  badge  or 
other  suitable  identification  if  requesting  in  person. 

Record  access  procedures:  Requests  for  assistance  should  be  ad¬ 
dressed  to  the  PLFA  CPO.  Official  mailing  addresses  are  in  the  DoD 
directory  in  the  appendix  to  the  DSA  systems  notice.  Written 
requests  for  information  should  contain  the  full  name,  current  ad¬ 
dress  and  telephone  numbers  of  the  individual.  For  personal  visits, 
the  individual  should  provide  full  name,  organizational  element,  posi¬ 
tion  description  number  and  activity  identification  badge,  or  other 
suitable  identification. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Incumbent  of  a  position,  incumbent’s  su¬ 
pervisor,  civilian  personnel  officials. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S336.60DSAH-KM 

System  name:  336.60  Position  Classification  Appeals 

System  location:  Headquarters  Defense  Supply  Agency  (DSA)  for 
only  those  cases  requiring  Headquarters  decision,  and  at  DSA  Prima¬ 
ry  Level  Field  Activities  (PLFAs)  for  others.  Official  mailing  ad¬ 
dresses  are  in  Department  of  Defense  directory  in  the  appendix  to 
the  DSA  System  of  Records  notice. 

Categories  of  individuals  covered  by  the  system:  AU  DSA  civilian 
General  Schedule  (GS)  employees  or  former  employees  who  have 
filed*classification  appeals. 

Categories  of  records  in  the  system:  Case  files  relating  to  individual 
or  group  classification  appeals  consisting  of  the  written  appeal, 
complete  identification  of  the  position,  position  organization  chart, 
functional  statement,  comprehensive  evaluation  statement  which  has 
been  reviewed  by  the  individual  or  group  submitting  the  appeal  (the 
appellant),  efforts  to  resolve  locally,  recommended  action  and  any 
supplemental  information  pertinent  to  the  case. 

Authority  for  maintenance  of  the  system:  5  U.S.  Code  SS  5112, 
5113;  FPM  Chapter  511,  Subchapter  6. 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  This  information  is  used 
during  decision  making  on  (adjudication)  classification  appeals  to  HQ 
DSA  or  the  Civil  Service  Commission  (CSC)  by  DSA  employees. 
Personnel  specialists  at  the  DSA  PLFA  will  furnish  file  to  ap¬ 
propriate  CSC  Regional  Office  when  a  DSA  employee  appeals 
directly  to  the  CSC;  use  classification  appeal  decisions  to  initiate  ap- 
popriate  personnel  actions;  may  also  use  this  file  as  a  reference  for 
classification  precedent  in  classifying  other  similar  DSA  PLFA  posi¬ 
tions. 

CSC  officials  use  this  file  to  adjudicate  the  classification  appeal 
when  DSA  employees  appeal  the  classification  of  their  position  to 

CSC. 

Personnel  specialists  at  DSA  HQ  use  this  file  to  adjudicate  the 
classification  appeal  when  a  DSA  employee  appeals  the  classification 
of  his  position  to  Headquarters;  may  also  use  this  file  as  a  reference 
for  classification  precedent  in  classifying  other  DSA  PLFA  positions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievabilitv:  Accessed  by  classification  series,  appellant’s  name 
and  organization. 

Safeguards:  Made  available  to  appellant,  DSA  personnel  specialists 
concerned  and  CSC.  Precedent  decisions  when  issued  by  DSA  HQ 
exculde  appellant's  name  and  personal  data.  Maintained  in  locked 
containers. 

Retention  and  disposal:  Placed  in  inactive  file  after  final  decision 
and  completion  of  any  resultant  action.  Headquarters  precedent¬ 
setting  decision  cases,  excluding  personal  data,  are  filed  with  Clas¬ 
sification  Standards  and  kept  until  superseded.  The  DSA  PLFA  inac¬ 
tive  file  is  cut  off  at  the  end  of  the  calendar  year,  held  S  years  in  cur¬ 
rent  files  areas,  then  destroyed.  Headquarters  files  are  retained  in¬ 
definitely. 

System  managers)  and  address:  Staff  Director,  Civilian  Personnel, 
HQ  DSA;  DSA  PLFA  Civilian  Personnel  Officers. 

Notification  procedure:  Requests  may  be  directed  to  the  appropriate 
PLFA  Civilian  Personnel  Officer  or  to  Staff  Director,  Civilian  Per¬ 
sonnel,  HQ  DSA.  The  employee  or  former  employee  must  provide 
full  name.  DSA  organizational  element  in  which  employed  at  time  of 
appeal,  position  description  number  and,  if  requesting  in  person, 
must  present  activity  identification  badge  or  other  suitable  identifica¬ 
tion. 

Record  access  procedures:  Assistance  may  be  obtained  from 
SYSMANAGER.  Official  mailing  addresses  are  in  the  DoD  directory 
in  the  appendix  to  the  DSA  systems  notice.  Written  requests  for  in¬ 
formation  should  contain  the  full  name,  current  address  and 
telephone  numbers  of  the  individual.  For  personal  visits,  the  in¬ 
dividual  should  provide  full  name,  organizational  element  at  time  of 
appeal,  position  description  number  and  activity  identification  badge 
or  other  suitable  identification. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Appellant,  cognizant  Office  of  Civilian 
Personnel,  supervisors,  HQ  DSA  Personnel  Office  staff  and  CSC  of¬ 
ficials. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S339.10  DSAH-C 

System  name:  339.10  Auditor  Profile 

System  location:  Auditor  General,  Office  of  the  Comptroller, 
Headquarters  Defense  Supply  Agency  (HQ  DSA) 

Categories  of  individuals  covered  by  the  system:  Civilian  audit  staff 
members  of  the  Auditor  General,  DSA 

Categories  of  records  in  the  system:  Cards  which  present  em¬ 
ployees’  background,  specific  work  assignments,  training  and 
development  activities.  Employee  statement  on  desires  for  work  as¬ 
signment,  training,  and  rotation. 

Authority  for  maintenance  of  the  system:  10USC  136(b)(3)(D),  5USC 
302  (bXl) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  a  guide  to  super¬ 
visors  in  identifying  the  employee’s  specific  training  and  develop¬ 
ment  requirements,  and  in  preparing  various  personnel  reports.  Used 
by  HQ  DSA  to  select  members  of  audit  review  teams. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  card  file 


Retrirvability:  Organizationally  and  alphabetically  by  last  name  of 
employee. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to  Au¬ 
ditory  General  personnel. 

Retention  and  disposal:  Records  are  destroyed  upon  employee’s 
separation  from  Auditor  General’s  Office. 

System  managers)  and  address:  Auditor  General,  DSA. 

Notification  procedure:  Written  or  personal  requests  may  be 
directed  to  the  SYSMANAGER. 

Record  access  procedures:  Requests  should  be  addressed  to  the 
SYSMANAGER.  For  personal  visits,  individual  must  provide  some 
form  of  identification,  such  as,  driver's  license.  Written  requests 
must  contain  fully  name  and  address  of  the  employee.  Official  mail¬ 
ing  address  is  listed  in  the  DoD  directory. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Qualifications  statements  (Standard  Form 
171),  personnel  actions,  annual  employee  questionnaire. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S339. 10DSAH-K 

System  name:  339.10  Headquarters  Defence  Supply  Agency  (DSA) 
Automated  Civilian  Personnel  Data 

System  location:  Office  of  Civilian  Personnel,  DSA  Administrative 
Support  Center  (DSASC-Z),  Cameron  Station,  Alexandria,  VA  22314 

Categories  of  individuals  covered  by  the  system:  U.  S.  Citizen 
civilian  employees  of  the  DSA  who  are  paid  from  appropriated 
funds,  and  former  such  employees. 

Categories  of  records  in  the  system:  Data  on  current  position  occu¬ 
pied  by  employee,  data  on  employee’s  current  employment  status 
with  DSA,  training  data,  and  selected  personal  data  including:  social 
security  account  number;  name;  sex;  minority  group  designation; 
date  of  birth;  physical  handicap;  Government  insurance;  veteran’s 
preference;  Military  Reserve  Status;  Retired  Military  Status;  educa¬ 
tion;  and  whether  individual  passed  the  Federal  Service  Entrance  Ex¬ 
amination  or  Professional  and  Administrative  Career  Examination. 

Authority  for  maintenance  of  the  system:  »5  U.  S.  Code,  Sec.  301, 
302,  and  2951,  2952,  2954.  EO  10561  Federal  Personnel  Manual  Chap¬ 
ters  250  and  291 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purposes  of  this  system 
are  to  prepare  reports  required  by  the  Executive,  Legislative  and  Ju¬ 
dicial  Branches  of  government,  and  to  provide  information  to  offi¬ 
cials  of  DSA  for  effective  personnel  administration. 

Information  is  used:  To  provide  management  data  for  use  of  HQ 
DSA  and  Field  officials.  For  transfer  of  current  data  to  the  Civil  Ser¬ 
vice  Commission  on  a  monthly  basis  for  inclusion  in  their  Central 
Personnel  Data  File. 

For  disclosures  to  members  or  committees  of  Congress  with  a 
stated  valid  need  for  the  information  in  the  performance  of  their  offi¬ 
cial  duties.  To  furnish  or  publish  information  on  the  DSA  Civilian 
workforce  to  Federal  Agencies,  the  Congress,  or  courts  of  law,  and 
other  Freedom  of  Information  Releases. 

To  provide  information  in  litigation  and  other  administrative  review 
processes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape  and  disc,  computer  paper  printouts, 
microfiche. 

Retrievability:  Records  identified  to  a  specific  civilian  employee 
are  accessed  and  retrieved  by  social  security  account  number. 

Safeguards:  Paper  printouts  or  microfiche  records  which  contain 
only  statistical  information  are  released  to  responsible  persons  whose 
stated  needs  are  not  in  violation  of  Federal  Statute. 

Paper  printouts  or  microfiche  records  which  contain  individually 
identifiable  information  are  releasable  only  under  conditions 
authorized  by  Federal  Statute. 

Records  are  secured  in  appropriate  storage  and/or  file  cabinets 
when  not  under  the  control  of  Personnel  Office  officials  during  duty 
hours. 

During  non-duty  hours,  records  are  secured  in  either  locked 
storage  and/or  file  cabinets.  The  area  in  which  the  records  are 
secured  is  protected  by  a  building  security  guard  system. 

Individually  identifiable  personnel  documents  will  either  be  hand- 
carried  or  will  be  transmitted  in  envelopes  addressed  to  a  specific  of¬ 
fice  or  individual  and  marked  to  be  opened  by  addressee  only. 
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Magnetic  tape  and  disc  are  kept  in  the  computer  room  which  is  it¬ 
self  a  security  container  with  locked  door  and  access  limited  to  per¬ 
sons  appropriately  cleared  and  identified.  Tapes  and  disc  packs  are 
stored  in  a  tape  library  when  not  used  in  processing  and  are  logged  in 
and  out  only  to  cleared  personnel  with  an  official  need.  Tapes  are 
transmitted  to  the  Civil  Service  Commission  by  registered  mail  or 
courier.  P.eports  with  individual  data  are  closely  controlled.  Personnel 
who  process  these  reports  are  appropriately  cleared  and  maintain 
continuous  observation  of  reports  during  all  processing  phases.  Re¬ 
ports  are  kept  under  appropriate  physical  safeguards  when  not  being 
processed  or  used. 

An  individual  requesting  information  in  records  must  identify  self 
and  his  relationship  to  the  individual  upon  whom  the  record  informa¬ 
tion  is  being  requested. 

An  individual  other  than  the  individual  of  record  must  specify  what 
information  is  requested  and  the  purpose  for  which  it  would  be  used 
if  disclosed.  The  SYSMANAGER  or  his  delegated  assistant  deter¬ 
mines  if  request  is  reasonable  and  consistent  with  provisions  of  the 
Freedom  of  Information  Act  and  the  Privacy  Act  of  1974. 

Physical  access,  that  is  the  ability  to  obtain  the  record,  is  limited 
to: 

Personnel  Office  officials 
Civil  Service  Commission  officials 
Data  processing  officials 

Supervisors  for  those  records  which  they  are  authorized  to 
maintain 

Retention  and  disposal:  Printouts  or  microfiche  reports  are  con¬ 
sidered  as  working  papers  to  support  particular  projects,  inquiries, 
studies  or  administrative  need.  They  will  be  retained  until  the  pur¬ 
pose  for  which  generated  has  been  met.  They  will  then  be  destroyed 
by  shredding  or  burning. 

Data  maintained  on  magnetic  tape  or  disc  are  to  be  retained  for 
five  years.  They  will  then  be  degaussed. 

System  manage r(s)  and  address:  Staff  Director,  Civilian  Personnel, 
HQ  DSA  and  Chief,  Civilian  Personnel  Division,  DSASC,  Cameron 
Station,  Alexandria,  VA  22314 

Notification  procedure:  Information  may  be  obtained  from: 

Chief,  Civilian  Personnel  Division 
DSASC-Z,  Room  8A111 
Cameron  Station 
Alexandria,  VA  22314 

Requestor  must  provide  last  name,  first  name,  middle  initial,  and 
social  security  account  number.  If  request  is  by  mail,  requestor  miist 
also  furnish  current  address. 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to: 

Chief,  Civilian  Personnel  Division 
DSASC-Z,  Room  8A1U 
Cameron  Station 
Alexandria,  VA  22314 

Requests  for  information  must  be  in  writing  and  contain  last  name, 
first  name,  middle  initial,  social  security  account  number,  date  of 
birth,  current  address,  phone  number  where  individual  may  be 
reached  during  the  day,  and  a  signed  statement  certifying  that  the  in¬ 
dividual  understands  that  knowingly  or  willfully  seeking  or  obtaining 
access  to  records  about  another  individual  under  false  pretenses  is 
punishable  by  a  fine  of  up  to 

5,000.  Complete  records  are  maintained  only  on  magnetic  tapes  or 
discs  and  are  not  available  for  access  by  personal  visits. 

Contesting  record  procedures:  The  agency’s  rule  for  contesting  con¬ 
tents  and  appealing  initial  determination  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Input  from  employees  of  civilian  person¬ 
nel  offices  and  Equal  Employment  Opportunity  Officers  who  obtain 
information  from:  the  Official  Personnel  Folder  and  other  personnel 
documents,  personal  contact  with  individual  concerned,  applications 
and  forms  completed  by  the  individual;  and  input  from  interface  with 
the  DSA  Automated  Payroll,  Cost  and  Personnel  System  (APCAPS). 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S352.10DSAH-K 

System  name:  352.10  Nominations  for  Awards 

System  location:  Training  and  Incentives  Division,  Staff  Director, 
Civilian  Personnel,  Headquarters  Defense  Supply  Agency  (HQ  DSA): 
Nominations  for  honorary  awards  sponsored  by  DSA,  Office  of  the 
Secretary  of  Defense,  (OSD),  other  Government  activities,  and 
private  organizations;  cash  awards  which  exceed  1,000  dollars  based 
on  tangible  benfits,  500  dollars  based  on  intangible  benefits  or  1,500 
dollars  based  on  a  combination  of  tangible  and  intangible  benefits. 


DSA  Primary  Level  Field  Activities  (PLFA):  Above  files  plus  all 
other  nominations  for  honorary  and  cash  awards.  Organizational  ele¬ 
ments  of  HQ  DSA  and  PLFAs:  Files  on  nominations  for  awards  in¬ 
itiated  or  evaluated  within  the  organizational  element. 

Categories  of  individuals  covered  by  the  system:  Civilian  personnel 
assigned  to  DSA  who  are  nominated  for  the  various  awards. 

Categories  of  records  in  the  system:  Justifications  submitted  in  sup¬ 
port  of  award  nominations,  evaluation  statements,  photographs  when 
required  by  the  sponsoring  organization,  minutes  of  DSA  Recognition 
and  Awards  Board  meetings,  registers  of  cases,  and  reports  sub¬ 
mitted  to  Office  of  the  Secretary  of  Defense  and  Civil  Service  Com- 
mission. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  4501-4506,  10 
U.S.C.  1124,  Chapter  451  of  the  Federal  Personnel  Manual. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  maintained 
in  support  of  action  taken  on  contributions  and  award  nominations 
and  for  preparation  of  statistical  and  narrative  reports  required  by 
Office  of  the  Secretary  of  Defense  and  Civil  Service  Commission.  In¬ 
formation  is  used  by:  Agency  officials  to  evaluate  contributions 
(approve  or  disapprove  award).  Members  of  DSA  Recognition  and 
Awards  Board  -  to  evaluate  contributions  requiring  approval  of  the 
Director,  DSA.  Members  of  other  Federal  activities  and  members  of 
Private  Organizations  -  to  evaluate  nominations  for  awards  sponsored 
by  them  for  which  DSA  personnel  are  nominated.  Officials  of  other 
DoD  Components  and  other  Government  activities  -  to  evaluate  for 
possible  adoption  and  use  contributions  made  by  DSA  personnel  that 
concern  the  operation  of  their  functions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders,  card  index  files,  and  re¬ 
gisters  in  notebooks. 

Retrievability:  Award  nominations  may  be  filed  alphabetically  by 
nominee’s  name  or  by  award  title,  in  personnel  offices.  Filed  by  type 
of  award  or  suggestion  in  organizational  elements  of  HQ  DSA  and 
PLFAs. 

Safeguards:  Maintained  in  locked  containers  in  areas  accessible 
only  to  Agency  personnel. 

Retention  and  disposal:  Nominations  for  Awards  -  files  are  closed 
upon  completion  of  the  action,  cut-off  at  the  end  of  the  fiscal  year, 
held  for  two  years,  then  destroyed. 

System  managers)  and  address:  Incentives  Awards  Administrator, 
Chief,  Training  and  Incentives  Division,  Staff  Director,  Civilian  Per¬ 
sonnel,  HQ  DSA;  Civilian  Personnel  Officers  of  DSA  PLFAs. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide  full 
name  and  type  of  award  for  which  nominated,  and  activity  at  which 
nomination  was  submitted. 

Record  access  procedures:  Requests'  for  assistance  should  be 
directed  to  the  SYSMANAGER.  Official  mailing  addresses  are  in  the 
DoD  Directory  in  the  appendix  to  the  DSA  systems  notice.  Individual 
must  provide  full  name  and  type  of  award  for  which  nominated  and 
activity  at  which  nomination  was  submitted. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  DSA  supervisors  and  managers  who  in¬ 
itiate  and  evaluate  nominations,  members  of  DSA  Recognition  and 
Awards  Board. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S370.20DSAH-KH 

System  name:  370.20  Individual  Accident  Case  Files 

System  location:  Primary  System  -  Case  files  on  disabling  work 
(lost  time)  injuries,  property  damage  accidents  (100  dollars  or  more), 
and  motor  vehicle  accidents  with  a  disabling  work  injury  or  property 
damage  exceeding  100  dollars:  Safety  and  Health  Division,  Staff 
Director,  Civilian  Personnel,  Headquarters,  Defense  Supply  Agency 
(HQ  DSA).  Decentralized  segments  -  Above  files  plu^gjl  otter  inju¬ 
ries  and  accidents:  HQ  DSA  principal  staff  elements,  DSA  /rimary 
Level  Field  Activities  (PLFA),  secondary  and  third  level  field  activi¬ 
ties,  where  incidents  occurred. 

Categories  of  individuals  covered  by  the  system:  Civilian  and  milita¬ 
ry  personnel,  contractor  employees,  and  other  personnel  who  are  in¬ 
jured  on  the  premises  of  DSA  or  performing  assignment  incident  to 
DSA  operations.  Also  relates  to  accidental  damage  to  vehicles,  equip¬ 
ment,  and  property. 
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Categories  of  records  in  the  system:  Reports,  statements  of  wit¬ 
nesses,  photographs  and  related  papers,  including  summarized  infor¬ 
mation  maintained  for  the  purpose  of  identifying  accident  repeaters 
and  safety  award  recipients,  regarding  accidents  incident  to  DSA 
operations,  pertaining  to  injuries  to  individuals  or  accidents  involving 
motor  vehicles  and  other  equipment  or  structural  property  damage. 

Authority  for  maintenance  of  the  system:  PL  91-5%,  The  Occupa¬ 
tional  Safety  and  Health  Act  of  1970  (OSHA),  required  each  agency 
to  'keep  adequate  records  of  all  occupational  accidents  and  illnesses 
for  proper  evaluation  and  necessary  corrective  action.  E.O.U612. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  maintained 
for  accident-cause  identification,  formulation  of  accident  prevention 
programs,  accident  repeater  identification,  safety  award  recipient 
identification,  and  for  preparation  of  statistical  reports  required  by 
higher  authority. 

Information  is  used  by: 

Agency  supervisors  and  managers  -  to  determine  actions  required 
to  correct  the  cause  of  the  accident. 

Safety  offices  •  to  insure  actions  proposed  by  supervisors  and 
managers  are  adequate  to  prevent  future  accidents,  to  identify  ac¬ 
cident  repeaters  and  safety  award  recipients,  to  provide  verification 
that  an  accident  occurred  to  personnel  involved  in  processing  work¬ 
men’s  men’s  compensation  cases,  to  extract  non-personal  data  to 
prepare  statistical  reports,  accident  summaries,  and  accident  preven¬ 
tion  information  for  inclusion  in  Agency  internal  publications. 

Security  personnel  -  for  verification  of  accident  cause,  and  for  for¬ 
mulation  of  possible  changes  to  activity  rules  of  conduct. 

Government  and  Non-Government  Medical  personnel  -  in  making 
medical  determinations  about  individuals  involved  in  accidents. 

Facilities  engineers  and  maintenance  personnel  -  for  formulation  of 
future  installation  facilities  and  equipment  plans  and  budgets,  and 
correction  of  operating  procedures. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  card  index  files. 

Retrievability:  Filed  by  organizational  activity  and/or  alphabetically 
by  last  name  of  injured  person  or  principal  person  involved  in  ac¬ 
cident,  when  known. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
Agency  personnel. 

Retention  and  disposal:  Records  are  destroyed  ten  years  after  all 
aspects  of  the  case  are  closed.  They  are  retained  in  active  file  until 
end  of  calendar  year  in  which  case  is  closed,  held  one  to  three  addi¬ 
tional  years  in  inactive  file  and  subsequently  retired  to  Federal 
Records  Center,  held  for  the  remaining  years  and  destroyed. 

System  manage r(s)  and  address:  Staff  Director,  Civilian  Personnel, 
DSA;  Safety  Officers,  DSA  Primary  Level  Field  Activities. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  .be  directed  to  the  SYSMANAGER.  Individual  must  provide  full 
name  and  name  of  DSA  activity  at  which  incident  occurred;  or  if  in¬ 
dividual  is  or  was  a  DSA  employee,  name  of  employing  activity  is 
also  required. 

Record  access  procedures:  Official  mailing  addresses  of  the 
SYSMANAGER  are  in  the  DoD  Directory  in  the  appendix  to  the 
DSA  systems  notice.  Written  requests  for  information  should  contain 
the  full  name,  current  address  and  telephone  numbers  of  the  in¬ 
dividual  and  a  signed  statement  asserting  his  or  her  identity  and 
stipulating  that  the  individual  understands  that  knowingly  or  willfully 
seeking  or  obtaining  access  to  records  about  another  individual  under 
false  pretenses  is  punishable  by  a  fine  of  up  to 

5,000.  For  personal  visits,  the  individual  should  be  able  to  provide 
some  acceptable  identification,  that  is,  driver’s  license,  employing  of¬ 
fice  identification  card,  and  give  some  verbal  information  that  could 
be  verified  with  his  ’case’  folder. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Employee’s  supervisors,  medical  units, 
DSA  protective  service,  civilian  police,  fire  department,  investigating 
officer,  or  witness  to  accident. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S390.01DSAH-KS 

System  name:  390.01  Grievance  Examiners  and  Equal  Employment 
Opportunity  Investigators  Program 

System  location:  Staffing  and  Employee  Relations  Division,  Staff 
Director  Civilian  Personnel,  Headquarters  Defense  Supply  Agency 
(HQ  DSA). 


Categories  of  individuals  covered  by  the  system:  Military  and 
Civilian  employees  of  Defense  Supply  Agency  (DSA),  or  former  em¬ 
ployees,  who  have  been  nominated  by  Commanders  of  Primary 
Level  Field  Activities  (PLFAs),  to  serve  as  DSA  grievance  ex¬ 
aminers  and  EEO  investigators;  and  have  been  approved  by  HQ 
DSA  are  listed  by  name  on  regional  rosters  as  available  for  serving  in 
those  areas.  Also  retired  Federal  civilian  employees  and  others  ap¬ 
proved  by  HQ  DSA  as  grievance  examiners  and  EEO  investigators 
for  the  Agency  and  available  to  serve  under  a  non-personal  services 
contract  are  listed  by  name  on  regional  rosters. 

Categories  of  records  in  the  system:  Files  include  regional  rosters  of 
approved  investigators/examiners  of  grievances  and  Equal  Employ¬ 
ment  Opportunity  (EEO)  complaints  which  are  available  to  Comman¬ 
ders  of  Defense  Supply  Agency  Primary  Level  Field  Activities. 

Agency  regional  rosters,  letters  of  nomination  and  approval,  posi¬ 
tion  descriptions,  certificates  of  training,  personal  qualifications 
statement,  Standard  Form  171  (SF-171),  and  related  correspondence 
and  papers  pertinent  to  Agency  grievance  examiners  and  EEO  in¬ 
vestigators  program. 

Authority  for  maintenance  of  the  system:  5USC1302,  3301  &  3302, 
3105.  EO.  11478,  as  Amended 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose:  Information  is 
maintained  for  purposes  of  establishing  Agency  grievance  examiners 
and  EEO  investigators  program  and  insuring  the  availability  of  quali¬ 
ty  personnel  on  short  notice. 

Information  is  used  by:  Civilian  Personnel  officials  of  HQ  DSA 
and  other  involved  DSA  HQ  and  field  officials  to  select  and  super¬ 
vise  grievance  examiners  and  EEO  investigators  as  required. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  within  regional 
area. 

Safeguards:  Records  are  maintained  in  locked  file  cabinets  in  areas 
accessible  only  to  Agency  personnel. 

Retention  and  disposal:  Records  are  retained  in  active  file  on  cur¬ 
rent  basis.  New  approvals  are  added  continuously  and  deletions  or 
withdrawals  are  held  one  to  three  years  in  inactive  file  and  sub¬ 
sequently  retired  to  Federal  Records  Center.  Records  are  destroyed 
after  a  total  of  ten  years. 

-System  manager(s)  and  address:  Staff  Director,  Civilian  Personnel, 
DSA. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide  full 
name  and,  if  a  current  DSA  employee,  name  of  DSA  activity  at 
which  employed. 

Record  access  procedures:  Official  mailing  address  is  in  the  Depart¬ 
ment  of  Defense  Directory  in  the  appendix  to  the  DSA  systems 
notice.  Written  requests  for  information  should  be  addressed  to  the 
SYSMANAGER  and  contain  the  full  name,  current  address  and 
telephone  numbers  of  the  individual.  For  personal  visits,  the  in¬ 
dividual  should  be  able  to  provide  some  acceptable  identification, 
that  is,  driver’s  license,  employing  office  identification  card,  and  give 
some  verbal  information  that  could  be  verified  with  the  Agency 
folder. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  SYSMANAGER. 

Record  source  categories:  DSA  PLFA  Commanders,  DSA  civilian 
personnel  office  staffs,  other  DSA  officials  and  others  who  may  be 
able  to  recommend  or  provide  information  on  potential  or  present 
candidates  for  this  work. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S431.15DSAH-C 

System  name:  431.15  Travel  Record 

System  location:  Records  are  maintained  at  ail  Defense  Supply 
Agency  (DSA)  Primary  Level  Field  Activities  (PLFAs) 

Categories  of  individuals  covered  by  the  system:  All  employees, 
civilian  and  military,  who  perform  travel,  Temporary  Duty  (TDY)  or 
Permanent  Change  of  Station  (PCS)  for  DSA. 

Categories  of  records  in  the  system:  Consists  of  copies  of  request 
and  authorization  for  TDY  travel  of  DoD  personnel,  request  and 
authorization  for  DoD  civilian  permanent  duty  travel,  travel  voucher, 
travel  voucher  or  subvoucher,  claim  for  reimbursement  for  expendi¬ 
tures  on  official  business  and  record  of  travel  payments. 
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Authority  for  maintenance  of  the  system:  CHAPTER  SF,  Title  5 
United  States  Code. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  file  is  used  by  the  Ac¬ 
counting  and  Finance  Officer  to  administer  his  disbursing  and  ac¬ 
counting  duties  for  government  travel  performed  by  both  military  and 
civilian  employees  under  his  administrative  control.  Data  is  also  used 
by  Counsel  to  determine  that  expenses  of  the  sale  or  purchase  of  the 
residence  for  a  PCS  are  reasonable  and  customary  to  the  locality  of 
the  transaction. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  By  name  and  social  security  number. 

Safeguards:  Records  are  maintained  in  an  area  that  is  accessible  to 
office  personnel  only. 

Retention  and  disposal:  Records  of  military  personnel  are  main¬ 
tained  until  separation  or  transfer  of  the  military  members.  Records 
of  civilian  personnel  are  destroyed  one  year  after  termination  of  their 
employment. 

System  manager^)  and  address:  Accounting  and  Finance  Officer  at 
each  PLFA. 

Notification  procedure:  Request  for  information  can  be  addressed 
to  the  SYSMANAGER. 

Record  access  procedures:  Written  requests  for  information  must 
contain  the  full  name  and  social  security  number  of  the  employee. 
Employees  making  a  personal  request  must  present  identification; 
i.e.,  employee  badge,  drivers  license,  etc.  Official  mailing  addresses 
are  in  the  Department  of  Defense  directory  in  the  appendix  to  the 
DSA  system  of  record  notices. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Request  for  travel  forms,  travel 
vouchers,  claims  for  reimbursement. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S434.15DSAH-C 

System  name:  434.13  Automated  Payroll  Cost  and  Personnel  System 
(APCAPS) 

System  location:  Records  maintained  at  Defense  Supply  Agency 
(DSA)  Centers  and  Depots. 

Categories  of  individuals  covered  by  the  system:  Current  and  former 
civilian  and  military  personnel  who  have  been  paid  or  costed  by  AP¬ 
CAPS. 

Categories  of  records  in  the  system:  Records  are  maintained  in 
manual  and  mechanical  files  for  all  data  which  affect  an  employee’s 
pay,  deductions,  employer  contributions,  leave,  retirement,  position 
status,  or  cost  accumulation. 

Authority  for  maintenance  of  the  system:  10  USC  136,  DoD  Dir 
5105.22 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  in 
preparing  payrolls,  cost  and  manpower  reports. 

Information  is  used  by:  Agency  supervisors  and  managers  -  to 
determine  leave  usage,  manpower  allocations  and  labor  distribution. 
Payroll  office  -  to  compute  and  control  payroll  and  allocate  labor 
costs.  Personnel  office  -  to  determine  leave  usage  and  changes  that 
affect  an  employee’s  pay.  Security  office  -  to  determine  location  of 
employees.  Disbursing  office  -  to  determine  the  distribution  of 
checks  and  bonds.  Financial  Institutions  -  to  determine  disposition  of 
net  pay  or  allotments  of  pay.  Treasury  Department  -  to  determine  re¬ 
gistration  of  bonds  and  federal  tax  allocation.  Unions,  charities,  and 
insurance  organizations  -  to  determine  participation  in  these  organiza¬ 
tions.  Civil  Service  Commission  -  to  determine  status  of  employee 
and  for  disposition  of  retirement  records.  State  and  local  taxing 
authorities  -  to  determine  tax  liability. 

Non-government  organizations  -  to  verify  employment  and  credit 
data  furnished  to  financial  institutions  by  employee.  Bureau  of  Em¬ 
ployment  Compensation  -  to  process  employee  disability  claims. 
State  employment  offices  -  to  submit  data  for  unemployment  com¬ 
pensation.  Local  courts  -  to  determine  disposition  of  pay  withheld  for 
garnishment  of  wages. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Microfilm,  magnetic  tape,  disc  pack,  computer  paper  prin¬ 
touts,  vertical  file  cards,  paper  records  in  file  folders. 


Retrievability:  Hardcopy  documents  are  filed  by  payroll  block 
and/or  alphabetically  by  last  name.  Data  stored  on  mechanized 
storage  devices  are  retrieved  by  SSAN. 

Safeguards:  Access  to  mechanical  records  is  limited  to  authorized 
DSA  data  systems  personnel.  All  other  records  are  maintained  in 
areas  accessible  only  to  office  personnel. 

Retention  and  disposal:  Retention  of  data  varies  from  1  to  3  days 
for  mechanical  working  files  up  to  an  employee’s  total  length  of  ser¬ 
vice  with  an  activity  for  permanent  payroll  information. 

System  managers)  and  address:  Comptroller.  DSA. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  Chief,  Payroll  Branch,  Accounting  and 
Finance  Division,  Office  of  Comptroller  at  each  DSA  center  and 
depot. 

Record  access  procedures:  Written  requests  must  contain  full  name 
and  social  security  number  of  the  employee.  Employees  making  a 
personal  request  must  present  identification;  i.e.,  employee  badge, 
driver’s  license,  etc.  Official  mailing  addresses  are  in  the  Department 
of  Defense  directory  in  the  appendix  to  the  DSA  system  of  records 
notices. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Employee’s  supervisors,  civilian  person¬ 
nel  office,  military  personnel  office,  financial  institutions,  local 
courts,  military  services  or  other  government  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S434.15DSAH-K 

System  name:  Automated  Payroll,  Cost  and  Personnel  System 
(APCAPS)  -  Segment  il 

System  location:  Office  of  Civilian  Personnel,  Defense  Construc¬ 
tion  Supply  Center,  Columbus,  Ohio 

Office  of  Civilian  Personnel,  Defense  Property  Disposal  Service, 
Battle  Creek,  Michigan 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  of  DSA  at  activities  serviced  by  the  Offices  of  Civilian  Per¬ 
sonnel,  Defense  Construction  Supply  Center  and  Defense  Property 
Disposal  Service. 

Categories  of  records  in  the  system:  Employee  data  segment  of  AP¬ 
CAPS  data  bank.  For  the  civilian  personnel  segment  of  APCAPS,  the 
employee  data  segment  of  the  APCAPS  data  bank  contains,  for 
civilian  employees,  current  personnel  data  on  employment  status  and 
selected  personal  data,  such  as  social  security  account  number 
(SSAN),  name,  sex,  date  of  birth,  age,  physical  handicap.  Govern¬ 
ment  insurance,  military  reserve  status,  retired  military  status,  educa¬ 
tion,  whether  individual  passed  the  Federal  Service  Entrance  Ex¬ 
amination  or  the  Professional  and  Administrative  Career  Examina¬ 
tion,  status  preceding  employment  with  DSA,  U.  S.  citizenship,  and 
veterans  preference. 

Position  data  segment  of  APCAPS  data  bank.  For  the  civilian  per¬ 
sonnel  segment  of  APCAPS,  the  position  data  segment  of  the  AP¬ 
CAPS  data  bank  contains  position  data  pertinent  to  established  posi¬ 
tions,  both  those  positions  occupied  by  a  civilian  employee  as  well  as 
those  not  so  occupied. 

Personnel  history  file.  The  Personnel  history  file  contains  a  profile 
of  selected  civilian  employee  personnel  data  as  of  the  most  recent 
transaction  processed  against  it  as  well  as  a  chronological  extract  of 
all  prior  transactions  processed  on  the  employee. 

Authority  for  maintenance  of  the  system:  5  U.S.  Code,  Sec.  301, 
302;  Executive  Order  10561;  Federal  Personnel  Manual,  Chapter  293 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purposes  of  the  system  are 
to  effect  Federal  personnel  actions,  maintain  the  Federal  personnel 
service  control  system,  fulfill  Federal  personnel  reporting  require¬ 
ments,  and  provide  information  to  officials  of  DSA  for  effective  per¬ 
sonnel  management  and  personnel  administration. 

Prospective  employers.  For  employment  determination  purposes. 

Credit  firms.  For  verification  of  data  for  credit  determination  pur¬ 
poses. 

Taxing  authorities.  For  tax  administration  purposes. 

Officials  of  the  Executive  Branch.  For  performance  of  official  du¬ 
ties. 

Officials  of  the  Legislative  Branch.  For  performance  of  official  du¬ 
ties. 

Officials  of  the  Judicial  Branch.  For  performance  of  official  duties. 

Hospitals,  medical  offices  and  institutions.  For  medical/hospital  ad¬ 
ministration  purposes. 
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Executor  or  administrator  of  the  estate  of  a  deceased  employee, 
former  employees  or  annuitant,  or  next  of  kin.  For  estate  settlement 
purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Computer  magnetic  tapes  or  discs.  Computer  paper  prin¬ 
touts.  Paper  records  in  file  folders. 

Retrievability:  Information  identified  to  a  specific  civilian  employee 
is  accessed  and  retrieved  by  social  security  account  number. 

Safeguards:  Records  are  either  secured  in  locked  storage  and/or  file 
cabinets  or  under  the  constant  observation  of  Personnel  Office  offi¬ 
cials  during  duty  hours. 

During  non-duty  hours,  records  are  either  secured  in  locked 
storage  and/or  file  cabinets,  the  records  file  area  is  locked,  and/or 
the  building  in  which  the  records  are  stored  is  protected  by  building 
security  guard.  If  the  records  area  is  not  protected  by  security  guard, 
all  records  must  be  locked. 

Individually  identifiable  personnel  documents  will  either  be  hand- 
carried  or  will  be  transmitted  in  envelopes  addressed  to  a  specific  of¬ 
fice  or  individual  and  marked  to  be  opened  by  addressee  only. 

Magnetic  tapes  and  disc  are  kept  in  the  computer  room  which  is  it¬ 
self  a  security  container  with  locked  door  and  access  limited  to  per¬ 
sons  appropriately  cleared  and  identified.  Tapes  and  disc  packs  are 
stored  in  a  tape  library  when  not  used  in  processing  and  are  logged  in 
and  out  only  to  cleared  personnel  with  an  official  need.  Reports  with 
individual  data  are  closely  controlled.  Computer  personnel  who 
process  these  reports  are  appropriately  cleared  and  maintain  continu¬ 
ous  observation  of  reports  during  all  processing  phases. 

Individual  requesting  information  must  identify  self  and  his  rela¬ 
tionship  to  the  individual  upon  whom  the  record  information  is  being 
requested. 

Individual  other  than  the  individual  of  record  must  specify  what  in¬ 
formation  is  requested  and  the  purpose  for  which  it  would  be  used  if 
disclosed.  Personnel  office  official  determines  if  request  is  reasona¬ 
ble  and  consistent  with  provisions  of  the  Freedom  of  Information 
Act  and  the  Privacy  Act  of  1974. 

In  order  to  prevent  unauthorized  modification  of  records  contents, 
original  records  documents  may  only  be  reviewed  in  the  presence  of 
a  witness  designated  by  the  Personnel  Office. 

Physical  access,  that  is  the  ability  to  obtain  the  record,  is  limited 
to: 

Personnel  Office  officials 

Civil  Service  Commission  officials 

Data  processing  officials 

Supervisors  for  those  records  for  which  they  are  authorized  to 
maintain 

Responsible  officials  who  are  granted  temporary  custody  of  an 
original  record  in  order  to  monitor  the  review  of  the  record  by  the  in¬ 
dividual  to  whom  it  pertains,  when  the  individual  is  geographically 
remote  from  the  personnel  office. 

Retention  and  disposal:  Records  which  are  filed  in  the  Official  Per¬ 
sonnel  Folder  (OPF)  are  retained  in  the  personnel  office  until  the  em¬ 
ployee  leaves  the  Agency.  At  that  time  the  permanent  portion  of  the 
OPF  is  transferred  to  the  gaining  Federal  Agency  and  temporary 
OPF  records  are  destroyed  by  shredding  or  burning.  Copies  of 
records  which  are  furnished  to  the  employee  concerned,  may  be 
retained  at  his  or  her  discretion. 

Copies  of  records  authorized  to  be  maintained  by  supervisors  or 
other  operating  offices  are  destroyed  by  shredding  or  burning  when 
the  employee  leaves  the  Agency. 

Operating  records  maintained  within  the  Civilian  Personnel  Office 
may  be  retained  up  to  three  years,  as  needed.  At  that  time,  or  so¬ 
oner,  they  may  be  destroyed  by  burning  or  shredding.  ^ 

System  manager(s)  and  address:  Staff  Director,  Civilian  Personnel, 
HQ  DSA,  the  Director,  Office  of  Civilian  Personnel,  Defense  Con¬ 
struction  Supply  Center  and  the  Director,  Office  of  Civilian  Person¬ 
nel,  Defense  Property  Disposal  Service. 

Notification  procedure:  Written  or  personal  requests  may  be 
directed  to  the  SYSMANAGER  at  the  activity  where  the  record  is 
maintained.  Individual  must  provide  name  (last,  first,  middle  initial) 
and  SSAN  in  order  to  determine  whether  or  not  the  system  contains 
a  record  about  him/her.  If  a  written  request,  individual  must  provide 
a  return  address. 

Offices  which  the  requestor  may  visit  to  obtain  information  on 
whether  the  system  contains  records  pertaining  to  him/her:  Office  of 
Civilian  Personnel,  Defense  Construction  Supply  Center.  Office  of 
Civilian  Personnel,  Defense  Property  Disposal  Service. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  such  as  employing  office  identification 
card. 


Record  access  procedures:  Written  requests  are  required.  The 
request  is  to  contain  the  name  of.the  individual  (last,  first,  middle  ini¬ 
tial),  social  security  account  number,  return  mailing  address  and 
telephone  number  where  individual  can  be  reached  during  the  day 
and  a  signed  statement  certifying  that  the  individual  understands  that 
knowingly  or  willfully  seeking  or  obtaining  access  to  records  about 
another  individual  under  false  pretenses  is  punishable  by  a  fine  of  up 
to  5,000  dollars.  Complete  records  are  maintained  only  on  magnetic 
tapes  or  discs  and  are  not  available  for  access  by  personal  visits. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Agency  supervisors  and  administrative 
personnel,  medical  officials,  previous  Federal  employers,  U.  S.  Civil 
Service  Commission,  applications  and  forms  completed  by  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S434.20DSAH-C 

System  name:  434.20  Mechanization  of  Contract  Administration  Ser¬ 
vices  -  IB  Payroll  (MOCAS  IB) 

System  location:  Records  maintained  at  all  Defense  Contract  Ad¬ 
ministration  Service  Regions  (DCASRs)  less  Philadelphia  (DCRP). 

Categories  of  individuals  covered  by  the  system:  Current  and  former 
civilian  personnel  who  have  been  paid  by  the  DCASRs. 

Categories  of  records  in  the  system:  Records  are  maintained  in 
manual  and  mechanical  files  for  all  data  which  affect  an  employee’s 
pay,  deductions,  employer  contributions,  leave,  retirement,  or  posi¬ 
tion  status.  . 

Authority  for  maintenance  of  the  system:  10  USC  136,  DoD  Dir. 
5105.22 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  in 
preparing  payrolls. 

Information  is  used  by:  Agency  supervisors  and  managers  -  to 
determine  leave  usage,  manpower  allocations.  Payroll  office  -  to 
compute  and  control  payroll.  Personnel  office  -  to  determine  leave 
usage  and  changes  that  affect  an  employee’s  pay.  Security  office  -  to 
determine  location  of  employees.  Disbursing  office  -  to  determine  the 
distribution  of  checks  and  bonds.  Financial  Institutions  -  to  determine 
disposition  of  net  pay  or  allotments  of  pay.  Treasury  Department  -  to 
determine  registration  of  bonds  and  federal  tax  allocation.  Unions, 
charities,  and  insurance  organizations  -  to  determine  participation  in 
these  organizations.  Civil  Service  Commission  -  to  determine  status 
of  employee  and  for  disposition  of  retirement  records.  State  and  local 
taxing  authorities  -  to  determine  tax  liability. 

Non-government  organizations  -  to  verify  employment  and  credit 
data  furnished  to  financial  institutions  by  an  employee.  Bureau  of 
Employment  Compensation  -  to  process  employee  disability  claims. 
State  employment  offices  -  to  submit  data  for  unemployment  com¬ 
pensation.  Local  courts  -  to  determine  disposition  of  pay  withheld  for 
garnishment  of  wages. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Microfilm,  magnetic  tape,  disc  pack,  computer  paper  prin¬ 
touts,  vertical  file  cards,  paper  records  in  file  folders. 

Retrievability:  Hardcopy  documents  are  filed  by  payroll  block 
and/or  alphabetically  by  last  name.  Data  stored  on  mechanized 
storage  devices  are  retrieved  by  name,  employee  number  or  SSAN. 

Safeguards:  Access  to  mechanical  records  is  limited  to  authorized 
DSA  data  systems  personnel.  All  other  records  are  maintained  in 
areas  accessible  only  to  agency  personnel. 

Retention  and  disposal:  Retention  of  data  varies  from  1  to  3  days 
for  mechanical  working  files  up  to  an  employee’s  total  length  of  ser¬ 
vice  with  an  activity  for  permanent  payroll  information. 

System  managers)  and  address:  Comptroller,  DSA. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  Chief,  Payroll  and  Travel  Branch,  Accounting 
and  Finance  Division,  Office  of  Systems  and  Financial  Management 
at  DCASRs. 


Record  access  procedures:  Written  requests  must  contain  the  full 
name  of  the  employee.  Employees  making  a  personal  request  for  in¬ 
formation  must  present  identification,  i.e.,  employee  badge,  driver’s 
license,  etc.  Official  mailing  addresses  are  in  the  Department  of 
Defense  directory  in  the  appendix  to  the  DSA  system  of  record 
notices. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 
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Record  source  categories:  Employee’s  supervisors,  civilian  person¬ 
nel  office,  financial  institutions,  local  courts,  military  services  or 
other  government  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S434.87DSAH-C 

System  name:  434.87  Debt  Records  for  Individuals 

System  location:  Primary  System  -  Accounting  and  Finance  Divi¬ 
sion,  Finance  Systems  Branch,  Headquarters,  Defense  Supply  Agen¬ 
cy  (HQ  DSA).  Secondary  system  -  DSA  Primary  Level  Field  Activi¬ 
ties  (PLFAs). 

Categories  of  individuals  covered  by  the  system:  Current  and  former 
civilian  and  military  personnel  who  are  indebted  to  the  U.S.  Govern¬ 
ment. 

Categories  of  records  in  the  system:  Administrative  reports  with 
supporting  documentation;  employee's  financial  condition;  personnel 
actions,  and  requests  for  waiver. 

Authority  for  maintenance  of  the  system:  31  USC  951-953  (Federal 
Claims  Collection  Act  of  1966);  Public  Law  90-616;  Public  Law  92- 
453. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  to  col¬ 
lect  monies  owed  the  U.S.  Government.  Information  is  maintained  to 
support  case  files;  financial  statements  provide  an  understanding  of 
individuals’  financial  condition  with  respect  to  request  for  deferment 
of  payments.  When  debts  are  uncollectible,  case  files  are  forwarded 
to  U.S.  General  Accounting  Office  for  further  collection  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  employee  name. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to  of¬ 
fice  personnel. 

Retention  and  disposal:  Records  are  destroyed  ten  years  after  all 
aspects  of  the  case  are  closed.  Collected  in  full  claims  are  retained 
for  six  months  and  then  destroyed.  Claims  terminated,  compromised 
or  waived  are  retained  for  three  years  and  subsequently  retired  to 
Federal  Records  Center,  held  for  remaining  years  and  destroyed. 
Claims  settled  by  U.S.  General  Accounting  Office  retained  one  year 
after  settlement  and  retired  to  Federal  Records  Center,  held  for 
remaining  years  and  retired. 

System  manager(s)  and  address:  Chief,  Finance  Systems  Branch, 
Accounting  and  Finance  Division,  Office  of  Comptroller,  HQ  DSA. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER. 

Record  access  procedures:  Official  mailing  address  is  in  the  DoD 
Directory  in  the  appendix  to  the  DSA  systems  notice.  Written 
requests  from  individuals  should  contain  their  full  name,  current  ad¬ 
dress  and  telephone  number.  For  personal  visits,  the  individual 
should  be  able  to  provide  acceptable  identification,  such  as  an  em¬ 
ployee  badge  or  driver’s  license,  etc. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Primary  Level  Field  Activities,  civilian 
and  military  personnel  offices. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S491.10  DSAH-M 

System  name:  491.10  Nonappropriated  Fund  (NAF)  Membership 
Records 

System  location:  Officers  Open  Messes  at  Defense  Construction 
Supply  Center  (DCSC),  Defense  Electronics  Supply  Center  (DESC), 
Defense  General  Supply  Center  (DGSC),  Defense  Personnel  Support 
Center  (DPSC),  Defense  Depot  Ogden  (DDOU),  Defense  Depot 
Tracy  (DDTC),  Golf  Club  at  Defense  Depot  Memphis  (DDMT) 

Categories  of  individuals  covered  by  the  system:  Members  of  the 
NAF 

Categories  of  records  in  the  system:  Membership  Record  and  Appli¬ 
cation 

Authority  for  maintenance  of  the  systeih:  5  USC  Secs.  301,  302 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  record  is  maintained 
to  have  a  current  file  on  members  and  indicate  dues  status.  The 
records  are  used  by  the  manager  of  the  fund  to  determine  eligibility 
for  membership,  mailing  NAF  activity  notices,  billing  for  dues,  in¬ 


dicating  payment  or  non-payment  of  dues,  and  membership  card 
number.  The  record  could  be  used  by  the  Council  to  terminate  mem¬ 
bership  for  nonpayment  of  dues. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Card  files 

Retrievability:  Filed  alphabetically  by  last  name 

Safeguards:  Maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel 

Retention  and  disposal:  Destroy  one  year  after  member  departs 

System  manager(s)  and  address:  The  manager  of  the  NAF  at 
DCSC,  DESC,  DGSC,  DPSC,  DDMT,  DDOU,  DDTC 

Notification  procedure:  Contact  the  SYSMANAGER  by  signing  a 
request  for  the  data  or  personal  visit  with  identification. 

Record  access  procedures:  Contact  the  SYSMANAGER.  Official 
mailing  addresses  of  SYSMANAGER  are  in  the  DoD  Directory  in 
the  appendix  to  the  DSA  systems  notice. 

Contesting  recbrd  procedures:  The  rules  for  contesting  contents  and 
appealing  initial  determination  by  the  individual  concerned  may  be 
obtained  from  the  SYSMANAGER. 

Record  source  categories:  Assignment  orders,  ID  Card,  financial 
records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S493.10DSAH-K 

System  name:  493.10  Official  Personnel  Folders  for  Non- Ap¬ 
propriated  Fund  Employees 

System  location:  Geographically  and  organizationally  decentralized 
to  the  Defense  Supply  Agency  (DSA)  primary  level  field  activities 
which  employ  non-appropriated  fund  employees.  The  official  mailing 
addresses  of  DSA  activities  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Defense  Supply  Agency  system  of 
records  notice. 

Categories  of  individuals  covered  by  the  system:  All  employees  of 
non-appropriated  fund  (NAF)  activities  of  DSA  and  former  such  em¬ 
ployees. 

Categories  of  records  in  the  system:  Various  forms  and  records  per¬ 
taining  to  the  selection  and  appointment  of  NAF  employees,  person¬ 
nel  actions  and  other  records  originating  during  an  employee's  ser¬ 
vice  and  records  pertaining  to  the  employee’s  separation,  classifica¬ 
tion,  training,  adverse  or  disciplinary  actions,  and  other  employment 
related  forms  and  documents. 

Authority  for  maintenance  of  the  system:  5  U.S.C  Sec.  301,302,  10 
U.S.C.  Sec.  136. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  is  col¬ 
lected  and  maintained  to  provide  personnel  officials  and  supervisory 
officials  with  information  on  which  to  base  employment  decisions  af¬ 
fecting  employees.  It  also  provides  a  record  of  the  employee’s  em¬ 
ployment.  The  use  of  the  record  is  restricted  to  official  personnel  ad¬ 
ministration  uses  and  for  answering  inquiries  from  credit  sources  or 
other  outside  sources  when  appropriate  and  requested. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  employee  name. 

Safeguards:  Maintained  in  locked  filing  cabinets.  Direct  access  to 
the  files  is  limited  to  civilian  personnel  office  employees  and  to  su¬ 
pervisors  and  others  who  are  identified  as  having  a  specific  and 
legitimate  need. 

Retention  and  disposal:  Folders  are  maintained  for  the  duration  of 
the  employee’s  employment.  They  are  retired  to  the  National  Person¬ 
nel  Records  Center  (civilian),  11  Winnebago  Street,  St.  Louis,  Mis¬ 
souri  63118,  30  days  after  separation,  except  as  follows: 

Off-duty  U.  S.  Military  personnel,  destroy  2  years  after  termina¬ 
tion  of  employment. 

Non-U.  S.  citizens  residing  outside  of  Continental  United  States 
(CONUS),  Alaska,  or  Hawaii  but  working  within  CONUS,  Alaska, 
and  Hawaii,  destroy  3  years  after  separation. 

System  manager(s)  and  address:  Civilian  Personnel  Officers  (CPOs) 
of  DSA  Primary  Level  Field  Activities  (PLFAs)  where  there  are 
NAF  employees. 

Notification  procedure:  Request  for  information  from  an  employee 
about  himself  or  herself  should  be  forwarded  to  the  SYSMANAGER 
at  the  PLFA  where  the  employment  occurred,  and  contain 
requestor’s  full  name  and  location  of  organization  where  employed. 


FEDERAL  REGISTER  VOL  40,  NO.  160 -MONDAY,  AUGUST  18,  1975 


36072 


DEPARTMENT  OF  DEFENSE 


The  requestor  may  visit  the  Office  of  Civilian  Personnel  of  the  ap¬ 
propriate  field  activity  to  obtain  information  on  whether  the  system 
contains  records  pertaining  to  him  or  her. 

Record  access  procedures:  Individuals  should  contact  the 
SYSMANAGER.  Official  mailing  addresses  are  in  the  DoD  Directory 
in  the  appendix  to  the  DSA  systems  notice.  Written  requests  should 
include  requestor's  full  name,  job  title  and  name  of  organization 
where  employed.  For  personal  visits  employee  should  be  able  to  pro¬ 
vide  some  acceptable  identification  such  as  driver’s  license  or  em¬ 
ployee  identification  badge. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Information  contained  in  the  folder  is  ob¬ 
tained  from  the  employee’s  previous  employer,  educational  institu¬ 
tion,  trade  associations,  references  and  others  who  would  have 
knowle<Jge  of  the  employee’s  skills  or  employment  characteristics 
and  papers  originating  with  the  activity  during  the  employee’s  work 
history. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S672.70DSAH-X 

System  name:  672.70  Dependents  Travel 
System  locatioo:  Transportation  Officer  or  Civilian  Personnel  Of¬ 
ficer  (CPO)  at  Primary  Level  Field  Activities  (PLFA) 

Categories  of  individuals  covered  by  the  system:  Dependents  of 
civilian  personnel  authorized  travel  to  new  duty  station 
Categories  of  records  in  the  system:  Documents  relating  to  arrange¬ 
ments  for  movements  of  dependents  such  as  applications  for  trans¬ 
portation,  and  authorizations  to  obtain  passports,  and  port  calls. 

Authority  for  maintenance  of  the  system:  SUSC  5724  5USC  5724, 
Relocation  expenses  of  employees  transferred  or  reemployed 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  maintained 
and  used  by  Agency  personnel  to  ensure  completion  of  pre-travel  ar¬ 
rangements,  satisfactory  conclusion  of  travel  to  new  duty  stations 
and  for  preparation  of  statistical  reports.  Non-government  personnel- 
applications  for  visas  are  forwarded  to  appropriate  foreign  country 
Embassies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  numerically  by  Travel  Order  (TO)  number 
Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
Agency  personnel 

Retention  and  disposal:  Records  are  destroyed  after  two  years 
System  manager(s)  and  address:  Staff  Director,  Administration, 
Defense  Supply  Agency  and  Transportation  Officer  or  CPO,  PLFA 
Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  SYSMANAGER.  Individual  must  provide  full 
name,  TO  number,  and  name  of  DSA  activity  from  which  travel  was 
initiated. 

Record  access  procedures:  Official  mailing  addresses  of 
SYSMANAGER  are  in  the  Department  of  Defense  Directory  in  the 
appendix  to  the  DSA  systems  notice.  Written  requests  for  informa¬ 
tion  should  contain  the  full  name,  current  address,  travel  orders  num¬ 
bers,  and  telephone  numbers  of  the  individual.  For  personal  visits, 
the  individual  should  be  able  to  provide  copy  of  travel  orders  and 
some  acceptable  identification,  such  as  driver’s  license. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individual  employee  concerned  and  ser¬ 
vicing  civilian  personnel  officer. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S690.10DSAH-W 

System  name:  690.10  Individual  Vehicle  Operators  File 
System  location:  Decentralized:  At  all  Primary  Level  Field  Activi¬ 
ties  (PLFAs)  which  issue  vehicle  operator’s  Identification  Cards 
(I.D.):  Heads  of  PLFAs. 

Categories  of  individuals  covered  by  the  system:  All  persons  for 
whom  Defense  Supply  Agency  (DSA)  has  issued  permits  to  operate 
motor  vehicles  or  equipment. 

Categories  of  records  in  the  system:  Applications  for  identification 
cards  which  may  include  personal  data  and  the  following:  State  and 


number  of  currently  valid  license;  list  of  arrests  or  summonses  for 
violation  of  motor  vehicle  laws  (excluding  parking  violations)  and 
convictions,  if  any;  suspensions  or  revocations  of  his  state  license  or 
identification  card  within  the  past  five  years;  and  any  motor  vehicle 
accidents  within  the  past  five  years.  Standard  Form  47  and  other  re¬ 
lated  papers. 

Authority  for  maintenance  of  the  system:  Federal  Property  and  Ad¬ 
ministrative  Services  Act  of  1949,  as  amended  (40  USC  471);  Federal 
Personnel  Manual,  Chapter  930. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  maintained 
and  used  by  DSA  officials  to  determine  an  individual’s  qualifications 
and  fitness  to  operate  government  vehicles  and/or  equipment.  Refer¬ 
ral  to  local,  state,  and  federal  law  enforcement  agencies  and  courts 
for  use  during  investigations  and  court  proceedings. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  name  and  social  security 
number. 

Safeguards:  Records  are  accessible  only  to  DSA  officials. 

Retention  and  disposal:  Records  are  destroyed  3  years  after  the  in¬ 
dividual’s  termination  or  transfer  or  after  cancellation  of  authoriza¬ 
tion. 

System  manager/ s)  and  address:  Heads  of  PLFAs. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide  full 
name  and  name  of  DSA  activity  at  which  licensing  occurred;  or  if  in¬ 
dividual  is  or  was  a  DSA  employee,  name  of  employing  activity  is 
also  required. 

Record  access  procedures:  Official  mailing  addresses  of 
SYSMANAGERS  are  in  the  DoD  Directory  in  the  appendix  to  the 
DSA  systems  notice.  Written  requests  for  information  should  contain 
the  full  name,  current  address  and  telephone  numbers  of  the  in¬ 
dividual.  For  personal  visits,  the  individual  should  be  able  to  provide 
some  acceptable  identification,  that  is,  driver’s  license,  employing  of¬ 
fice  identification  card,  and  give  some  verbal  information  that  could 
be  verified  from  his  file. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  State  driver's  licenses.  Standard  Forms 
47  and  48,  court  records,  supervisors,  and  related  documents. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S810.50  DSAH-P-I 

System  name:  810.50  Contracting  Officer  Files 

System  location:  Director  of  Procurement  &  Production,  Headquar¬ 
ters  Defense  Supply  Agency  (HQ  DSA),  and  Heads  of  DSA  Primary 
Level  Field  Activities. 

Categories  of  individuals  covered  by  the  system:  All  Present  and 
Former  Contracting  Officers. 

Categories  of  records  in  the  system:  DSA  Headquarters  -  Contract¬ 
ing  Officer  Certificate  of  Appointments;  Contracting  Officer  Ap¬ 
pointment  Documentation  Sheet  (contains  information  on  education, 
training  and  experience).  Field  Activities  -  Resumes,  references  and 
records  of  training  necessary  to  support  the  appointment  of  each 
contracting  officer.  Summary  of  each  Contracting  Officer’s  proficien¬ 
cy  and  evaluation  of  performance  for  the  twelve  (12)  months  preced¬ 
ing  supplied  by  the  employing  procurement  division.  Comments  and 
recommendations  o(  the  Contracting  Officer  Review  Board  on  con¬ 
tinuing  the  warrants  of  each  reviewed  Contracting  Officer. 

Authority  for  maintenance  of  the  system:  10  USC  2302,  Armed  Ser¬ 
vices  Procurement  Regulation  l-405-2(b)  and  Defense  Supply 
Procurement  Regulation  1 -405.2(b).  The  Office  of  each  appointing 
authority  shall  maintain  a  file  containing  all  documents  (such  as 
resumes,  references,  and  records  of  training)  necessary  to  support 
the  appointment  of  each  contracting  officer. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  DSA  Headquarters  -  Pro¬ 
vide  a  current  profile  of  contracting  officers.  Field  Activities  - 
Necessary  to  maintain  an  active,  centralized  control  over  the  is¬ 
suance  of  Contracting  Officer  warrants.  This  file  serves  as  the  source 
for  historical  information  on  each  Contracting  Officer  which  is  essen¬ 
tial  for  annual  reviews  of  performance.  It  is  also  a  registry  for  the 
quantity  of  warrants  and  their  distribution.  The  information  is  used 
by  the  members  of  the  Contracting  Officer  Review  Board,  at  activi- 
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ties  where  they  exist,  to  perform  their  function  of  advising  and 
recommending  to  the  Commander  the  issuance  or  termination  of  war¬ 
rants. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders,  and  loose  leaf  binders. 

Retrievablllty:  Filed  by  organizational  activity  and  alphabetically  by 
last  name  of  Contracting  Officer.  Chronological  actions  by  Contract¬ 
ing  Officer  Review  Board  are  filed  in  separate  folders. 

Safeguards:  Records  are  maintained  in  an  area  accessible  only  to 
Office  of  Procurement  and  Production  Policy  personnel. 

Retention  and  disposal:  Documents  relating  to  and  reflecting  the 
designation  of  Contracting  OFFICERS  AND  TERMINATIONS  OF 
SUCH  DESIGNATIONS  (Designating  Office  -  Destroy  6  years  after 
termination  of  appointment.  Others  -  Destroy  upon  termination  of  ap¬ 
pointment.) 

System  manager(s)  and  address:  Executive  Director,  Directorate  of 
Procurement  &  Production,  DSA  and  Heads  of  PLFAs. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide  full 
name  and  name  of  DSA  activity  at  which  employed. 

Record  access  procedures:  Official  mailing  address  of 
SYSMANAGER  are  in  the  DoD  Directory  in  the  appendix  to  the 
DSA  systems  notice.  Requests  should  contain  the  full  name,  current 
address  and  telephone  number  of  the  individual.  For  personal  visits, 
the  individual  should  be  able  to  provide  some  acceptable  identifica¬ 
tion,  that  is  driver’s  licence,  or  DSA  identification  card. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Employee’s  supervisors.  Contracting  Of¬ 
ficer  Review  Board. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S850.10DCAS-Q  1 

System  name:  8S0.10  Quality  Assurance  Activity  Certification  Report 

System  location:  Primary  System  -  Computer  tape  in  the  library  of 
each  Defence  Contract  Administration  Services  Region  (DCASR). 
Decentralized  segments  -  Print-outs  of  all  or  part  of  this  record  may 
be  maintained  by  the  DCASR  Quality  Assurance  Directorate, 
Defense  Contract  Administration  Services  District  (DCAS),  Defense 
Contract  Administration  Services  Office  (DCASO)  where  individual 
is  assigned.  The  official  mailing  addresses  of  the  organization  cited 
are  contained  in  the  Department  of  Defense  Directory  in  the  Appen¬ 
dix  to  the  Defense  Supply  Agency  system  of  records  notice. 

Categories  of  individuals  covered  by  the  system:  Applies  to  all 
DCASR  QA  personnel  involved  in  Procurement  Quality  Assurance 
(PQA)  functions  at  each  DCASR 

Categories  of  records  in  the  system:  The  system  contains  name, 
grade  and  step,  organization  assigment,  type  of  position,  length  of 
service  information,  certifications  awarded,  technical  courses 
completed,  courses  for  which  the  individual  has  been  nominated  and 
special  qualifications  as  appropriate. 

The  file  is  created  and  maintained  during  the  employee  tenure  in 
DCASR  Quality  Assurance  and  is  deleted  when  his  employment  is 
terminated  or  upon  transfer  to  another  government  agency.  Changes 
are  made  as  courses  are  completed  or  specific  goals  are  met  requiring 
a  file  update. 

Authority  for  maintenance  of  the  system:  Title  5,  USC  4103 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  maintained 
for  purposes  of  determining  training  requirements,  training  costs, 
qualifications  for  certification  in  various  commodity  fields  and 
records  of  those  certified  in  various  commodity  fields.  The  informa¬ 
tion  is  used  by  the  first  line  supervisor  in  determining  the  need  for 
training  consistent  with  the  individuals  past  experience  and  the  cur¬ 
rent  goals  or  needs  of  the  DCASR  organization. 

The  DCASR  Training  Coordinator  uses  the  information  in  summa¬ 
ry  form  to  justify  the  need  and  priority  for  training. 

Individual  data  is  used  only  at  the  DCASR. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem:  , 

Storage:  Magnetic  tape  in  the  computer  tape  library. 

Retrkvability:  Filed  by  person  code  assigned  to  each  individual. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
DCASR  personnel. 

Retention  and  disposal:  Records  are  destroyed  after  two  years. 


System  managerfs)  and  address:  DCAS  Quality  Assurance  Staff 
Development  Office  (DQADO) 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide  full 
name  and  person  code  if  known. 

Record  access  procedures:  Official  mailing  addresses  are  in  the  DoD 
directory  in  the  Appendix  to  the  DSA  systems  notice.  Written 
requests  for  information  should  contain  the  full  name,  person  code 
and  telephone  number  of  the  individual.  For  personal  visits  the  in¬ 
dividual  should  have  their  DSA  identification  card.  The  system  pro¬ 
vides  a  report  of  data  by  individual.  A  copy  of  the  report  is  available 
to  the  individual  through  his  supervisor.  When  a  change/  update  has 
been  made  to  the  computer  file,  an  updated  version  of  the  individual 
file  is  distributed  to  the  individual,  the  appropriate  supervisor  and  the 
training  coordinator. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  by  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Employees  supervisor,  college  and 
technical  school  staffs  for  course  contents  and  government  training 
school  personnel  and  record. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S850.10DCAS-Q  2 

System  name:  830.10  Monthly  Quality  Assurance  Activity  Report  by 
Person 

System  location:  Primary  System  -  Computer  tape  in  the  tape  libra¬ 
ry  of  each  Defense  Contract  Administration  Services  Region 
(DCASR).  Decentralized  segments  •  print-outs  of  all  or  part  of  this 
record  may  be  maintained  by  the  DCASR  Quality  Assurance 
Directorate,  Defense  Contract  Administration  Services  District 
(DCASD),  Defense  Contract  Administration  Services  Office 
(DCASO),  where  individual  is  assigned.  The  official  mailing  ad¬ 
dresses  of  the  organization  cited  are  contained  in  the  Department  of 
Defense  Directory  in  the  Appendix  to  the  Defense  Supply  Agency 
system  or  records  notice. 

Categories  of  individuals  covered  by  the  system:  All  Quality  As¬ 
surance  personnel  performing  PQA  functions  at  contractor  facilities. 

Categories  of  records  in  the  system:  Record  of  hours  devoted  by  an 
individual  person  performing  Procurement  Quality  Assurance  (PQA) 
functions  in  the  contractor’s  plant,  Record  may  include  specific 
categories  of  effort  in  PQA  as  well  as  count  of  actions,  contract 
count  and  dollar  value  of  contracts  received,  completed  and  ship¬ 
ments. 

Authority  (or  maintenance  of  the  system:  Title  3,  USC  4103 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  is  used  by 
the  first  line  supervisor  to  determine  how  direct  labor  (individual)  ef¬ 
fort  is  distributed  for  the  purpose  of  evaluating  mission  effectiveness 
and  performance.  The  individual  data  is  used  only  within  the  DCASR 
and  its  subordinate  activities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  oi  records  in  the  sytem: 

Storage:  Magnetic  tape  in  the  computer  tape  library,  printed  copies 
in  the  DCASR,  District,  DCASO  offices. 

Retrievability:  Printed  reports  may  be  filed  by  person  code  under 
the  Division,  Branch  and  Section  to  which  facilities  or  personnel  are 
assigned. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
DCASR  personnel. 

Retention  and  disposal:  Destroy  records  after  two  years. 

System  managers)  and  address:  Plans  and  Systems  Mgmt  Division 
(DCA3-QR) 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER.  Individual  must  provide  full 
name,  person  code,  Division  and  Branch  assigment. 

Record  access  procedures:  Official  mailing  addresses  arc  in  the  DoD 
directory  in  the  appendix  to  the  DSA  systems  notice.  Written 
requests  for  information  should  contain  the  full  name,  person  code 
and  telephone  number  of  the  individual.  For  personal  visits  the  in¬ 
dividual  should  have  his/her  DSA  identification  card. 

The  system  provides  for  a  monthly  report  in  summary  form  by  in¬ 
dividual  of  all  data/information  reported  during  the  month.  The  in¬ 
dividual  normally  receives  a  copy  of  this  data  through  supervisory 
channels. 
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Contesting  record  procedures:  The  agency's  rules  tor  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  The  source  of  the  data/information  is  the 
individual.  No  other  source  is  used. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
S866.15DPSC 

S' stem  name:  866.15  Manufacturing  Payroll  System;  Weekly  Piece 
Work 

System  location:  Defense  Personnel  Support  Center  (DPSC), 
Philadelphia.  Pa. 

Categories  of  individuals  covered  by  the  systeaa:  Current  and  former 
civilian  personnel  who  have  been  paid  by  the  manufacturing  payroll 

system. 

Categories  of  records  in  the  system:  Records  are  maintained  for  all 
data  which  affect  an  employee’s  pay,  deductious.  employer  contribu¬ 
tions,  leave  and  retirement. 

Authority  for  maintenance  of  the  system:  5  USC  Ch  53,  Pay  Rates 

&  Systems,  10  USC  136. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  maintained 
for  purposes  of  affecting  the  weekly  pay.  INFORMATION  IS  USED 
BY  Agency  supervisors  and  managers  -  to  determine  leave  usage, 
manpower  allocations  and  labor  distribution.  Payroll  office  -  to  com¬ 
pute  and  control  payroll.  Personnel  office  -  to  determine  leave  usage 
and  changes  that  affect  an  employee’s  pay.  Security  office  -  to  deter¬ 
mine  location  of  employees.  Disbursing  office  -  to  determine  the  dis¬ 
tribution  of  checks  and  bonds.  Financial  Institutions  -  to  determine 
disposition  of  net  pay  or  allotments  of  pay.  Treasury  Department  -  to 
determine  registration  of  bonds  and  federal  tax  allocation.  Unions, 
charities,  and  insurance  organizations  -  to  determine  participation  in 
these  organizations.  Civil  Service  Commission  -  to  determine  status 
of  employee  and  for  disposition  of  retirement  records.  State  and  local 


taxing  authorities  -  to  determine  tax  liability.  Non-government  or¬ 
ganizations  -  to  verify  employment  and  credit  data  furnished  to  finan¬ 
cial  institutions  by  employee.  Bureau  of  Employment  Compensation  • 
to  process  employee  disability  claims.  State  employment  offices  -  to 
submit  data  for  unemployment  compensation.  Local  courts  -  to  deter¬ 
mine  disposition  of  pay  withheld  for  garnishment  of  wages. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape,  disc  pack,  computer  paper  printouts,  paper 
records  in  file  folders. 

Retrievability:  Records  are  maintained  in  alphabetical  and  em¬ 
ployee  number  order. 

Safeguards:  Access  to  mechanical  records  is  limited  to  authorized 
DPSC  data  systems  personnel.  All  other  records  are  maintained  in 
areas  accessible  only  to  office  personnel. 

Retention  and  disposal:  Records  are  retained  18  months  to  3  years 
after  their  active  termination  of  employment. 

System  managerfs)  and  address:  Chief,  Accounting  and  Finance 
Division,  Office  of  Comptroller  DPSC. 

Notification  procedure:  Written  or  personal  requests  for  information 
may  be  directed  to  the  SYSMANAGER. 

Record  access  procedures:  Written  requests  must  contain  the  full 
name  and  social  security  number  of  the  employee.  Employees  mak¬ 
ing  a  personal  request  must  present  identification;  i.e.,  employee 
badge,  driver’s  license,  etc.  Official  mailing  addresses  are  in  the  De¬ 
partment  of  Defense  directory  in  the  appendix  to  the  DSA  system  of 
record  notices. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Employee’s  supervisors,  civilian  person¬ 
nel  offices,  financial  institutions,  local  courts,  other  government 
agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
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DEFENSE  SUPPLY  AGENCY  OFFICIAL 
MAILING  ADDRESSES 

Headquarters,  Defense  Supply  Agency 
Cameron  Station,  Alexandria,  VA 
22314 

Special  Assistant  for 
Congressional  Affairs 
Special  Assistant  for  Public 
Affairs 

Inspector  General 
Counsel 

Assistant  Director,  Plans, 
Programs  and  Systems 
Comptroller 

Staff  Director,  Administration 
Staff  Director,  Civilian 
Personnel 

Staff  Director,  Installations 
and  Services 

Staff  Director,  Military 
Personnel 

Executive  Director,  Procurement 
and  Production 
Executive  Director,  Supply 
Operations 

Executive  Director,  Technical 
and  Logistics  Services 
Executive  Director,  Contract 
Administration 
Chief,  Office  of  Industrial 
Security 

Chief,  Office  of  Plans  and 
Management 

Executive  Director,  Production 
Executive  Director,  Quality 
Assurance 

Chief,  Office  of  Contracts 
Compliance 

Chief,  Office  of  Engineering 
Chief,  Office  of  Transportation 
and  Packaging 

Chief,  Office  of  Management 
Review 


DEFENSE  SUPPLY  AGENCY  PRIMARY  LEVEL 

FIELD  ACTIVITIES  (Alphabetically  by 
State) 

CALIFORNIA 

Defense  Contract  Administration 
Services  Region,  San  Francisco 
866  Malcolm  Road,  Burlingame, 
California  94010 

Defense  Contract  Administration 
Services  Region,  Los  Angeles 
11099  South  La  Cienega  Boulevard 
Los  Angeles ,  California  90045 

Defense  Depot  Tracy,  S.  Chrisman 
Road,  Tracy,  California  95376 
GEORGIA 

Defense  Contract  Administration 
Services  Region,  Atlanta,  3100 
Maple  Drive,  N.  E.,  Atlanta, 
Georgia  30305 
ILLINOIS 

Defense  Contract  Administration 
Services  Region,  Chicago,  O'Hare 
International  Airport,  6400  North 
Mannheim  Road,  P.  0.  Box  66475 
Chicago,  Illinois  60666 
MASSACHUSETTS 

Defense  Contract  Administration 
Services  Region,  Boston,  666 
Summer  Street,  Boston, 
Massachusetts  02210 
MICHIGAN 

Defense  Contract  Administration 
Services  Region,  Detroit, 

1580  E.  Grand  Boulevard,  Detroit, 
Michigan  48211 

Defense  Logistics  Services  Center, 
Federal  Center,  Battle  Creek, 
Michigan  49016 

Defense  Property  Disposal  Service, 
Federal  Center,  Battle  Creek, 
Michigan  49016 
MISSOURI 

Defense  Contract  Administration 
Services  Region,  St  Louis,  1136 
Washington  Avenue,  St  Louis, 
Missouri  63101 
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NEW  YORK 

Defense  Contract  Administration 
Services  Region,  New  York, 

60  Hudson  Street,  New  York, 
New  York  10013 

OHIO 

Defense  Contract  Administration 
Services  Region,  Cleveland 
Anthony  J.  Celebrezze  Federal 
Building,  1240  East  Ninth 
Street,  Cleveland,  Ohio 
44199 

Defense  Construction  Supply 
Center,  Columbus,  Ohio 

43215 

Defense  Industrial  Security 
Clearance  Office,  P.  0. 

Box  2499,  Columbus,  Ohio 

43216  * 

Defense  Electronics  Supply 
Center,  1507  Wilmington 
Pike,  Dayton,  Ohio  45444 

Defense  Automatic  Addressing 
System  Office,  Gentile 
Air  Force  Station,  Dayton, 
Ohio  45444 
PENNSYLVANIA 

Defense  Depot  Mechanicsburg 
Mechanicsburg ,  Pennsylvania 
17055 

Defense  Contract  Administration 
Services  Region,  Philadelphia 
P.  0.  Box  7478,  Philadelphia, 
Pennsylvania  19101 

Defense  Industrial  Supply 
Center,  700  Robbins  Avenue, 
Philadelphia ,  Pennsylvania 
19111 

Defense  Personnel  Support  Center 
2800  South  20th  Street, 
Philadelphia,  Pennsylvania 
19101 
TENNESSEE 

Defense  Depot  Memphis,  2163 
Airways  Boulevard,  Memphis, 
Tennessee  38114 

Defense  Industrial  Plant 
Equipment  Center,  Memphis, 
Tennessee  38114 


TEXAS 

Defense  Contract  Administration 
Services  Region,  Dallas, 

500  South  Ervay  Street, 

Dallas,  Texas  75201 

UTAH 

Defense  Depot  Ogden,  Ogden,  Utah 
84407 
VIRGINIA 

Defense  Documentation  Canter, 

Cameron  Station,  Alexandria, 
Virginia  22314 

Defense  Fuel  Supply  Center, 

Cameron  Station,  Alexandria, 
Virginia  22314 

Defense  Supply  Agency  Administrative 
Support  Center,  Cameron  Station, 
Alexandria,  Virginia  22314 

Defense  General  Supply  Center, 
Richmond,  Virginia  23297 
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The  notices  following  pertain  to  systems  of  records  concerning  in¬ 
dividuals,  of  which  the  Defense  Investigative  Service  is  the  custodian 
and  are  as  complete  as  the  application  of  existing  directives  and 
guidance  will  permit.  Changes  occasioned  by  the  consolidation  of 
systems,  the  abolishment  of  systems,  or  further  identification  of 
systems  qualifying  under  5  USC  552a  will  be  promptly  reported  in 
subsequent  notices.  Because  they  are  not  believed  to  qualify  as  re¬ 
portable  systems  under  the  Privacy  Act,  descriptions  of  telephone 
directories,  locator  cards,  and  rosters  which  are  used  only  to  provide 
ready  contact  information  and  sign-out  logs  and  building  pass  and 
property  receipts  which  are  used  to  provide  ready  and  open  property 
information  are  not  included  in  these  notices.  Also  not  believed  to 
require  reporting  are  personal  notes  that  are  temporarily  maintained 
as  working  papers  by  and  at  the  sole  initiative  of  individual  members 
of  DIS.  Personal  information  from  working  papers  that  is  to  be 
retained,  and  contact  or  property  information  concerning  an  in¬ 
dividual  that  is  to  be  used  for  other  than  that  purpose,  is  incor¬ 
porated  into  one  of  the  systems  described  in  this  notice. 

General  Routine  Use  Statement 

In  the  event  that  a  system  of  records  maintained  by  this  agency  to 
carry  out  its  functions  indicates  a  violation  or  potential  violation  of 
law,  whether  civil,  criminal  or  regulatory  in  nature,  and  whether  aris¬ 
ing  by  general  statute  or  particular  program  statute,  or  by  regulation, 
rule  or  order  issued  pursuant  thereto,  the  relevant  records  in  the 
system  of  records  may  be  referred,  as  a  routine  use,  to  the  ap¬ 
propriate  agency  charged  with  the  responsibility  of  investigating  or 
prosecuting  such  violation  or  charged  with  enforcing  or  implementing 
the  statute,  or  rule,  regulation  or  order  issued  pursuant  thereto. 

A  record  from  these  systems  of  records  may  be  disclosed  as  a 
‘routine  use*  to  a  federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  enforcement  information,  (or  other  pertinent  infor¬ 
mation)  to  the  extent  necessary  to  obtain  information  relevant  to  a 
decision  by  DIS  concerning  the  hiring  or  retention  of  an  employee, 
the  issuance  of  a  security  clearance,  or  the  provision  of  grants,  con¬ 
tracts  or  other  benefits;  or  to  the  completion  of  an  assigned  in¬ 
vestigation. 

A  record  from  these  systems  of  records  may  be  disclosed  to  a 
federal  agency,  in  response  to  its  request,  in  connection  with  the  hir¬ 
ing  or  retention  of  an  employee,  the  issuance  of  a  security  clearance, 
the  reporting  of  an  investigation  of  an  employee,  the  provision  of  a 
license,  grant,  contract  or  other  benefit  by  the  requesting  agency  to 
the  extent  that  the  information  is  relevant  and  necessary  to  the 
requesting  agency’s  decision  on  the  matter. 

ROUTINE  USE  -  DEPARTMENT  OF  DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  ‘routine  use*  to  other  components  of  the  De¬ 
partment  of  Defense  if  necessary  and  relevant  for  the  performance 
of  a  lawful  function  such  as,  but  not  limited  to,  personnel  actions, 
personnel  security  actions  and  criminal  investigations  of  the  com¬ 
ponent  requesting  the  record. 

V1-0I 

System  name:  VI -01  Privacy  and  Freedom  of  Information  Request 
Records 

System  location:  Office  of  Information  (D0020),  Defense  Investiga¬ 
tive  Service,  Washington,  DC  20314 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  submitted  or  were  the  subjects  of  requests  under  5  U.S.C.  552 
and  552a, 

Categories  of  records  in  the  system:  Copies  of  all  correspondence 
with  requesters  or  pertaining  to  requests  for  information  released  or 
withheld;  summaries,  and  logs  of  actions  taken  regarding  requests. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  Departmen¬ 
tal  Regulations 

5  U.S.C.  552  as  amended  by  P.  L.  93-502,  Freedom  of  Information 
Act. 

5  U.S.C.  552a  (P.L.  93-579)  Privacy  Act  of  1974. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purposes  for  which  infor¬ 
mation  is  maintained: 

To  permit  responses  to  individual  requests. 

To  document  actions  taken  for  agency  use  in  subsequent  requests, 
appeals,  or  litigation. 

To  provide  a  basis  for  reports  required  by  the  laws  and  implement¬ 
ing  directives. 

To  correct  or  amend  investigative  or  other  records.  Categories  of 
Users  and  specific  uses  are:  DIS  Assistant  for  Information,  action 
officers,  legal  and  appeal  officials  for  the  uses  described  above. 

Action  officers  of  other  agencies  when  coordination  or  referral  is 
necessary  for  the  purposes  listed  above. 


DIS  investigative  control  personnel  when  the  release  of  informa¬ 
tion  may  have  an  impact  on  investigative  activities,  or  where  in¬ 
vestigative  activity  is  necessary  to  verify  assertions  of  the  requester, 
or  obtain  permission  for  release  of  identification  of  sources. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Information  is  retrieved  by  the  name  of  the  subject 
of  the  request. 

Safeguards:  Records  are  maintained  in  security  containers  and  only 
personnel  who  have  a  need  to  know  the  information  are  permitted 
access. 

Retention  and  disposal:  A  log  entry  is  made  and  a  file  folder 
established  upon  the  receipt  of  each  request.  Copies  or  summaries  of 
key  documents  are  retained  for  as  long  as  released  material  is 
retained,  or  five  years  in  the  case  of  a  complete  denial. 

System  managerfs)  and  address:  The  DIS  Assistant  for  Information 
at  the  address  listed  under  location. 

Notification  procedure:  Requests  should  be  addressed  to  the 
SYSMANAGER.  The  full  name,  date  and  place  of  birth.  Social 
Security  Number  and  the  approximate  date  of  earlier  requests  are 
necessary  for  retrieval  of  information.  The  Office  of  the  Assistant 
for  Information,  Defense  Investigative  Service  (D0020),  ROOM 
2H043,  1000  Independence  Ave.,  Washington,  DC  203148  may  be 
visited  by  personnel  making  inquiries  regarding  this  system.  A  check 
of  personal  identification  will  be  required  of  all  visitors  making  inqui¬ 
ries  for  personal  records. 

Record  access  procedures:  Access  may  be  obtained  through  the 
SYSMANAGER  at  the  address  previously  listed. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  SYSMANAGER. 

Record  source  categories:  Information  in  this  system  is  obtained 
from  requesters,  from  other  federal  agencies  with  collateral  interest 
in  a  request,  and  from  reeprds  which  were  the  subject  of  requests. 

Systems  exempted  from  certain  provisions  of  the  act:  Information  in 
this  system  may  identify  all  or  portions  of  records  previously 
withheld  in  accordance  with  the  exemptions  of  5  U.S.C.  552(b)  or  5 
U.S.C.  552a(j)  or  (k).  Any  such  exemptions  will  continue  on  requests 
of  this  system  submitted  under  the  same  law. 

V2-01 

System  name:  V2-01  Inspector  General  Complaints 

System  location:  Office  oi  the  Inspector  General,  Defense  In¬ 
vestigative  Service,  (D0010)  Forrestal  Building,  1000  Independence 
Ave.,  Washington,  DC  20314 

Categories  of  individuals  covered  by  the  system:  Past  and  present 
civilian  employees  of  the  DIS  and  military  personnel  currently  or  for¬ 
merly  assigned  to  DIS  for  duty  who  have  made  a  complaint,  or 
requested  assistance  from  the  Inspector  General,  or  whose  complaint 
or  request  has  been  referred  to  the  Inspector  General  for  action, 
assistance  or  information. 

Categories  of  records  in  the  system:  Documents  which  have  been 
provided  by  individual  complainants  in  support  of  their  requests,  or 
which  have  been  provided  by  others  in  support  of,  or  in  rebuttal  to, 
these  requests,  such  as:  letters  of  reprimand,  personal  financial  state¬ 
ments,  medical  records,  promotion  board  actions,  travel  orders,  per¬ 
sonnel  computer  printouts,  medical  bills  from  civilian  sources,  ac¬ 
cident  reports,  reports  of  survey,  records  of  personnel  actions, 
evaluation  reports,  efficiency  reports,  test  results,  courtesy  letters, 
letters  of  appreciation  or  commendation,  screening  board  actions, 
leave  and  earnings  statements,  movement  orders  for  household 
goods. 

Authority  for  maintenance  of  the  system:  5USC301 

DoD  Dir  5105.42  (paragraph  III  B5,  part  VI),  Charter  for  the 
Defense  Investigative  Service 

DoD  Dir  5200.26  (paragraph  5C2),  Defense  Investigative  Program 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  for  which  in¬ 
formation  in  the  system  is  collected  is  the  resolution  of  a  complaint, 
the  redress  of  a  problem  or  to  provide  assistance. 

The  users  are:  members  of  Congress,  DIS  management  officials, 
various  service  IG  offices,  various  military  personnel  offices,  boards, 
and  record  management  offices. 

The  specific  uses  are:  to  correct  records;  take  or  recommend 
disciplinary  action;  reevaluate  or  rescind  previous  actions  or  deci¬ 
sions;  conduct  or  recommend  formal  investigations  or  inquiries;  pro- 
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vide  assistance  or  guidelines  in  following  prescribed  procedures  for 
specific  problems;  and  to  provide  advice  on  how  to  obtain  exception 

to  policy. 

Pelides  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytera: 

Storage:  Paper  records  in  file  folders 
RetrievabiHty:  Filed  by  name 

Safeguards:  Building  employs  security  guards.  Files  are  contained 
in  a  locked  file  safe  and  accessible  only  to  the  IG  staff.  Information 
from  this  record  system  is  made  available  to  other  officials  only  on  a 
need  to  know  basis. 

Retention  and  disposal:  Destroyed  after  two  years  by  pulping. 

System  managers)  and  address:  Inspector  General,  Defense  In¬ 
vestigative  Service,  Forrestal  Building,  Washington,  DC  20314 
Notification  procedure:  Information  may  be  obtained  from: 
Assistant  for  Information  (D0020),  Room  2H043,  Forrestal  Building, 
Washington,  DC  20314,  Telephone:  Area  Code  202/693-1740 
Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Defense  Investigative  Service  (D0020)  Rm  2H043,  For¬ 
restal  Bldg,  Washington,  DC  20314 
Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  the  identi¬ 
ty  of  the  DIS  element  with  which  affiliated.  Visits  are  limited  to  the 
Assistant  for  Information  (D0020)  Room  2H043,  Forrestal  Building, 
Washington,  DC  20314 

For  personal  visits,  a  check  of  personal  documents  will  be 
required. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by  the 
individual  concerned  may  be  obtained  from  the  Assistant  for  Infor¬ 
mation  (D0020). 

Record  source  categories:  DIS  personnel  office,  consolidated 
civilian  personnel  offices,  DIS  comptroller,  military  personnel  of¬ 
fices,  military  finance  offices,  military  medical  record  repositories, 
DIS  Investigative  Files. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
V4-01 

System  name:  V4-01  Civilian  Employee  Personnel  Records 
System  location:  Civilian  Personnel  Branch  (D0154),  Building  320, 
Fort  Holabird,  MD 

Civilian  Personnel  Division  (D0151),  Forrestal  Building,  1000  Inde¬ 
pendence  Avenue,  Washington,  D.C.  2u314. 

Categories  of  individuals  covered  by  the  system:  Civilian  employees 
of  the  Defense  Investigative  Service. 

Categories  of  records  in  the  system:  Permanent  and  temporary 
records  pertaining  to  the  individual's  employment. 

Authority  for  maintenance  of  the  system:  Executive  Order  10S61 
FPM  Supplement  990-1,  Book  III,  Parts  293  and  294 
FPM  Chapter  295 
5USC301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  USES 
Individual’s  employment  history;  disclosure  for  verification  of  per¬ 
sonnel  information;  details  of  employee  qualifications;  eligibility  for 
proposed  personnel  actions  or  new  employment. 

USERS 

Personnel  specialists 
Personnel  clerks 

DIS  supervisors  with  a  clear  need  for  the  information. 

Accredited  investigators  with  a  clear  need  for  the  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders,  or 
5’  X  8’  cards  in  card  file  drawers 

Retrievability:  Filed  alphabetically  by  last  name  of  employee 
Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  locked  file  cabinets,  accessible  only  to  authorized  personnel 
that  are  properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  Records  are  both  permanent  and  tempora¬ 
ry.  Permanent  records  are  transferred  to  the  National  Personnel 
Records  Center  when  no  longer  required  by  the  agency.  Temporary 
records  are  destroyed  when  the  file  leaves  the  ar.cncy,  or  when  utili¬ 
ty  of  the  record  is  no  longer  significant. 


System  manager!*)  and  address:  Chief,  Civilian  Personnel  Officer 
(D01S1),  Civilian  Personnel  Division,  Forrestal  Bldg,  Washington. 
D.C.  20314;  or 

Civilian  Personnel  Officer  (D0154),  Fort  Holabird,  MD  21203. 

Notification  procedure:  Information  may  be  obtained  from: 

Chief,  Civilian  Personnel  Officer  (D0151),  Room  2H086,  Forrestal 
BuQding.  Washington,  D.  C.  20314,  Telephone:  Area  Code  202-693- 
7521. 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Defense  Investigative  Service,  Civilian  Personnel  Divi¬ 
sion  (D0151),  Forrestal  Building,  Washington,  D.C.  20314 

Written  requests  for  information  should  contain  the  full  name  of 
the  requesting  individual,  current  address  and  telephone  number,  if 
known,  and  the  name  of  the  individual  that  appears  on  the  desired 
file.  Visits  are  limited  to:  Civilian  Personnel  Branch  (D0154),  Fort 
Holabird,  MD  21203,  or  Civilian  Personnel  Division,  Room  2H086, 
Forrestal  Building,  Washington,  D.C.  20314 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  i.e.,  driver’s  license  or  building  pass. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  from  the  Assistant 
for  Information,  at  the  above  address 

Record  source  categories:  Previous  employers,  references,  super¬ 
visors,  U.S.  Veterans  Administration,  U.S.  Civil  Service  Commis¬ 
sion,  DIS  Civilian  Personnel  Office,  DIS  Security  Officer,  other 
Federal  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
V4-02 

System  name:  V4-02  Optional  Personnel  Management  Records 
(OPMR) 

System  location:  Primary  System  •  Military  and  Civilian  Personnel 
Divisions,  Defense  Investigative  Service,  Forrestal  Bldg,  Washing¬ 
ton,  D.  C.  and  Civilian  Personnel  Operations  Branch,  Ft.  Holabird, 
MD. 

Decentralized  Segments  -  Partial  records  are  maintained  at  staff 
directorates,  district  headquarters,  operational  centers  and  field  of¬ 
fices.  (See  Dou  appendix  for  addresses.) 

Categories  of  individuals  covered  by  the  system:  Military  and  civilian 
personnel  assigned  or  attached  to  DIS  and  those  being  considered  for 
assignment  or  employment. 

Categories  of  records  in  the  system:  File  contains  records  which 
may  include  working  documents,  copies  of  correspondence  and 
forms  processed  in  anticipation  of,  or  during,  tour  of  duty  with  DIS 
that  relate  to  assignment,  security  clearance,  promotion,  duty  status, 
training,  special  duty,  retirement,  separation,  reenlistment,  per¬ 
formance  appraisals,  matters  pertaining  to  military  specilaty  qualifi¬ 
cation,  manner  of  performance,  morale  and  discipline,  special  per¬ 
sonnel  management  and  assignment  factors  and  other  personnel  ac¬ 
tions  that  affect  the  individual  or  his  assignment  with  DIS.  Qualifica¬ 
tion  records,  leave  and  financial  documents,  and  award  recommenda¬ 
tions  are  also  among  the  items  that  may  be  included  in  the  records. 
Decentralized  portions  also  contain  emergency  notification  and  loca¬ 
tor  information,  security  clearance  data,  individual  workload  and 
productivity  measurement  records  (e.g.,  DIS  Form  45)  not  necessari¬ 
ly  retained  by  DISHQ  Personnel  Division  activities, 

Authority  for  maintenance  of  the  system:  Executive  Order  10561,  5 
USC  301,  DOD  Directive  5105.42,  Charter  for  the  Defense  Investiga¬ 
tive  Service  (DIS),  and  other  DIS,  DOD  and  CSC  directives  on 
records  maintenance  and  disposition 

Routine  uses  of  records  maintained  in  the  system,  including  catego- 
ries  of  users  and  the  purposes  of  such  uses:  PURPOSES 

Records  are  used  in  fulfilling  military  and  civilian  personnel 
management  responsibilities  in  both  field  elements  and  DIS 
headquarters. 

USERS 

Records  are  used  by  directors,  commanders  and  supervisors  at  the 
Field  Office,  District  and  DIS  headquarters  level. 

Primary  users  are  the  Director  of  Personnel,  the  Civilian  and  Mili¬ 
tary  Personnel  Officers  and  their  staffs,  and  the  Director,  DIS. 

USES 

To  serve  as  basis  for  recommendations  for  employment,  selection, 
assignment,  promotion,  awards,  training,  relief  and  disciplinary  ac¬ 
tions. 

To  record  appraisals  of  performance  and  performance  ratings. 

To  record  reenlistment,  retirement,  separation  and  relief  from  ac¬ 
tive  duty  or  employment. 
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To  record  information  on  qualifications,  schooling,  training,  ex¬ 
perience  and  career  programs  affecting  personnel  actions. 

To  record  morale  and  disciplinary  actions. 

To  document  completed  actions,  as  basis  for  responding  to  inqui¬ 
ries.  and  for  use  in  substantiating  and  processing  subsequent  related 
personnel  actions 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records 

Retrievability:  Filed  alphabetically  by  last  name 

Safeguards:  Records  filed  in  security  containers  or  locked  file 
cabinets,  accessible  only  to  authorized  personnel  that  clearly  have  a 
need  to  know  the  information. 

Retention  and  disposal:  Documents  in  each  record  are  retained  for 
one  calendar  year  following  year  in  which  individual  departed  DIS 
and  then  destroyed,  unless  earlier  destruction  in  prescribed.  Manhour 
documents  (DIS  Form  45)  are  maintained  for  four  months  only. 

System  managers)  and  address:  Director  of  Personnel,  Defense  In¬ 
vestigative  Service,  Forrestal  Bldg,  Washington,  DC. 

Notification  procedure:  Information  may  be  obtained  from: 

Director  of  Personnel  (D0150) 

Defense  Investigative  Service 
Room  2H060 
Forrestal  Building 

Washington,  D.  C.  20314  - 

Telephone:  Area  Code  202/693-0332 

Record  access  procedures:  Access  to  partial  decentralized  segments 
may  be  obtained  from  District/Field  Office  headquarters.  Requests 
from  an  individual  for  information  pertaining  to  himself  from  the 
centralized  repository  should  be  addressed  to  the  SYSMANAGER  at 
the  above  address. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  grade,  SSN, 
unit  and  period  of  assignment  with  DIS.  Visits  should  be  made  to  the 
Office  of  the  Director  of  Personnel  (D0150),  DIS,  Forrestal  Building, 
Washington,  D.C.  20314. 

For  personal  visits,  a  check  of  personal  identification  will  be 
required. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Assistant 
for  Information,  DIS  (D0020),  Washington,  D.C.  20314. 

Record  source  categories:  Sources  of  information  other  than  from 
the  individual  are  servicing  Civilian  Personnel  Offices  (CPO),  the 
Military  Departments  and  the  individual’s  commander  or  supervisor. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
V4-03 

System  name:  V4-03Manpower  Personnel  Assignment  Document 
(MPAD) 

System  location:  Primary  System-Data  Handling  Services  Division 
(D0930),  Fort  Holabird,  MD,  Defense  Investigative  Service  (DIS) 

Decentralized  Segments-Military  Personnel  Division  andSecurity 
Division,  DIS  Headquarters;  Logistics  Services  Division,  Systems 
Support  Center,  DIS;  14  DIS  District  Headquarters  and  DIS  Field 
Offices.  ,  ufc 

Categories  of  individuals  covered  by  the  system:  Currently  assigned 
or  attached  military  personnel  and  civilian  employees  in  DIS  and 
those  being  considered  for  assignment  (military)  or  selected  for  fu¬ 
ture  employment  (Civilian). 

Categories  of  records  ia  the  system:  File  contains  authorized  milita¬ 
ry  and  civilian  positions  in  DIS  by  office  and  location  (organizational 
structure)  which  include:  (a)  Paragraph  and  line  number  for  position, 
position  title,  authorized  service  code,  grade  of  position,  codes  to  in¬ 
dicate  agent  type  and  position  status;  (b)  Incumbent’s  name  and  ac¬ 
tual  grade;  (c)  Projected  replacement's  name,  grade  and  arrival  date; 
and  (d)  On  military  personnel  only:  Availability  code,  coded  remarks 
relating  to  assignment  status  only:  Availability  code,  coded  remarks 
relating  to  assignment  status  of  individual  and  cleartext  remarks  to 
identify  pending  personnel  actions  affecting  incumbent. 

Authority  for  maintenance  of  the  system:  DOD  Directive  310S.42, 
Charter  for  the  Defense  Investigative  Service 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Military  Personnel  Divi¬ 
sion  -  To  monitor  DIS  military  personnel  manning  on  a  daily  basis, 
for  statistical  reporting,  locator  references,  personnel  requisitioning, 
notification  of  personnel  excess  or  shortages  to  Military  Depart¬ 
ments. 


DIS  Headquarters  Staff  Elements  -  To  locate  personnel,  determine 
proper  mail  routing,  detail  personnel  for  staff  duty,  analyze  requests 
for  manning  assistance  and  increased  authorizations,  and  other  ad¬ 
ministrative  actions. 

Commanders/Supervisors  in  DIS  -  To  monitor  the  manning  situa¬ 
tion  of  units  under  their  jurisdiction. 

Military  Departments  -  To  purify  their  personnel  placement  files, 
update  assigned  and  authorized  data  in  service  personnel  systems, 
determine  proper  mail  routing. 

Director  of  Personnel,  DIS  -  To  monitor  overall  DIS  manning 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Computer  magnetic  tape  paper  products  in  binders  or  fol¬ 
ders. 

Retrievability:  Filed  by  paragraph  and  line  number  assigned  to  each 
record.  For  military  personnel  this  information  can  be  obtained  from 
an  alphabetical  listing  produced  by  the  system. 

Safeguards:  Magnetic  tape  storage  is  within  a  secured  area  accessi¬ 
ble  only  to  authorized  personnel. 

Paper  Products  are  secured  in  cabinets  and  only  personnel  with  a 
need  to  know  are  granted  access  to  these  documents. 

Retention  and  disposal:  Records  of  authorized  positions  remain  in 
active  file  until  deleted  by  manpower  action;  however,  data  on 
specific  individuals  is  deleted  from  the  computer  record  when  an  in¬ 
dividual  departs  DIS.  Copies  of  the  output  products  are  retained  in 
the  Military  Personnel  Division  for  one  calendar  year  as  historical 
reference  file.  Copies  of  partial  segments  distributed  to  offices  of  as¬ 
signment  are  normally  destroyed  as  they  are  superseded. 

System  managerts)  and  address:  Director  of  Personnel,  Defense  In¬ 
vestigative  Service,  Forrestal  Building,  Washington,  D.C. 

Notification  procedure:  Information  may  be  obtained  from: 

Office  of  the  Director  of  Personnel  (D0150) 

Defense  Investigative  Service 
Room  2H060 
Forrestal  Building 
Washington,  D.  C.  20314 
Telephone:  Area  Code  202/693-0332 

Record  access  procedures:  Access  to  partial  decentralized  segments 
may  be  obtained  from  District/Field  Office  headquarters.  Requests 
from  an  individual  for  information  pertaining  to  himself  from  the 
centralized  repository  should  be  addressed  to  the  SYSMANAGER  at 
the  above  address. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  grade,  SSN, 
unit  and  period  of  assignment  with  DIS.  Visits  should  be  made  to  the 
Office  of  the  Director  of  Personnel  (D0150),  DIS,  Forrestal  Building, 
Washington,  D.  C.  20314. 

For  personal  visits,  a  check  of  personal  identification  will  be 
required. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  tor  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Assistant 
for  Information,  DIS  (D0020),  Washington,  D.  C.  20314. 

Record  source  categories:  Sources  of  information  other  than  from 
the  individual  are  servicing  Civilian  Personnel  Offices  (CPO),  the 
Military  Departments  and  the  individual’s  commander  or  supervisor. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
V4-04 

System  name:  V4-04  Civilian  Applicant  Records 

System  location:  Civilian  Personnel  Division  (D0151),  Forrestal 
Building,  Washington,  D.C.  20314 

Civilian  Personnel  Branch  (D0154),  Bldg  320,  Fort  Holabird,  MD 
21203. 

Categories  of  individuals  covered  by  the  system:  Applicants  for  posi¬ 
tions  with  the  Defense  Investigative  Service. 

Categories  of  records  in  the  system:  Temporary  record  of  appli¬ 
cants’  stated  interest  in  and/or  qualifications  for  employemnt. 

Authority  for  maintenance  of  the  system:  FPM  Chapter  333 

FPM  Chapter  332 

5USC301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  USES 

Identification  of  applicants,  and  determination  of  eligibility  for 
positions  with  DIS  disclosure  to  other  agencies  for  verification. 

USERS 

Personnel  specialists 
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Personnel  clerks 

Supervisors  with  a  clear  need  for  this  information 

Accredited  investigators. 

Polides  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  files,  looseleaf  binders 

Paper  files  of  3  X  5  cards. 

Retrievability:  Filed  by  type  of  position  for  which  the  applicant  ap¬ 
plied,  or 

Filed  alphabetically  by  last  name  of  applicant,  or 

Filed  numerically  by  Sequential  Control  Number. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  files,  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  Records  are  temporary,  and  are  destroyed 
in  accordance  with  DIS  Records  Disposition  Schedule. 

System  managerts)  and  address:  Chief,  Civilian  Personnel  Officer 
(D0151),  Civilian  Personnel  Division. 

Notification  procedure:  Information  may  be  obtained  from: 

Chief,  Civilian  Personnel  Officer  (D0151) 

D1SHQ 
Room  2H086 
Forrestal  Building 
Washington,  D.C. 

Telephone:  Area  Code  202-693-7521. 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Defense  Investigative  Service,  Civilian  Personnel  Divi¬ 
sion  (D0151),  ForTestal  Building,  Washington,  D.C.  20314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  the  name 
of  the  individual  that  appears  on  the  desired  file.  Visits  are  limited 
to:  Civilian  Personnel  Division,  Room  2H086,  Forrestal  Building, 
Washington,  D.C.  20314,  OR  Civilian  Personnel  Branch,  Fort 
Holabird,  Maryland  21203. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  eg.,  driver’s  license  or  building  pass. 

Contesting  record  procedures:  The  agency  s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Assistant 
for  Information. 

Record  source  categories:  Civilian  Personnel  Officers 

Personnel  clerks 

Civilian  personnel  specialists 

U.S.  Civil  Service  Commission. 

Subject  Individual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
V4-05 

System  name:  V4-0S  Military  Personnel  Management  Information 
System 

System  location:  Primary  System-Data  Handling  Services  Division 
(D0930)  Systems  Support  Center,  Defense  Investigative  Service 
(DIS) 

Decentralized  Segments-Military  Personnel  Division  and  Security 
Division,  DIS  Headquarters;  Logistics  Services  Division,  System 
Support  Center,  DIS;  14  DIS  District  Headquarters  and  DIS  Field 
Offices. 

Categories  of  individuals  covered  by  the  system:  All  military  person¬ 
nel  currently  assigned  or  attached  to  DIS  and  those  projected  for  as¬ 
signment. 

Categories  of  records  in  the  system:  File  contains  computer  records 
consisting  of:  (a)  Identification  Data  on  the  individual;  (b)  Assign¬ 
ment  Data;  <c)  Duty  Information;  (d)  Basic  Personnel  Data;  (e)  Per¬ 
sonal  Data;  (f)  Agent  qualifications. 

Authority  for  maintenance  of  the  system:  DOD  Directive  5105.42, 
Charter  for  the  Defense  Investigative  Service. 

5  USC  301 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Personnel  Managers  in 
DIS:  To  monitor  manning  posture  of  DIS  elements,  statistical  report¬ 
ing,  to  respond  to  requests  for  personnel  data  from  internal  DIS, 
DOD  and  Congressional  sources,  determine  qualification  and  eligibili¬ 
ty  for  specific  assignments,  training  or  reassignments  within  DIS, 
locator  reference,  strength  accountability,  verification  of  manually 
prepared  personnel  actions. 


Administrative  Personnel  in  DIS:  To  prepare  personnel  actions, 
i.e.,  award  recommendations,  retirement  applications,  etc.,  as  locator 
reference  file,  mail  routing,  for  input  of  data  to  central  file  to 
produce  consolidated  reports  for  DISHQ  staff  elements. 

Commanders/Supervisors  in  DIS:  To  monitor  manning  situation  for 
unit  under  jurisdiction,  determine  qualification  of  personnel  for  spe¬ 
cial  duty  assignment  or  duty  in  selected  areas,  meet  administrative 
reporting  requirements. 

DIS  Security  Officer:  To  monitor  gains  and  losses  to  insure  cur¬ 
rency  of  files  and  security  briefing/debriefing,  determining  periodic 
re  validation  requirements,  respond  to  queries  concerning  security 
clearance  or  access  information. 

DIS  Headquarters  Staff:  To  make  decisions  on  policy  and  procedu¬ 
ral  matters,  determine  agent  qualifications,  security  access,  and 
complete  administrative  actions. 

In  the  event  that  records  maintained  in  this  system  indicate  a  viola¬ 
tion  or  potential  violation  of  law,  whether  civil,  criminal  or  regulato¬ 
ry  in  nature,  and  whether  arising  by  general  statute  or  particular  pro¬ 
gram  statute,  or  by  regulation,  rule  or  order  issued  pursuant  thereto, 
the  relevant  records  in  the  system  of  records  may  be  referred,  as  a 
routine  use,  to  the  appropriate  agency,  charged  with  the  responsibili¬ 
ty  of  investigating  or  prosecuting  such  violation  or  charged  with  en¬ 
forcing  or  implementing  the  statute,  or  rule,  regulation  or  order  is¬ 
sued  pursuant  thereto. 

A  record  from  this  system  of  records  may  be  disclosed  to  a  federal 
agency,  in  response  to  its  request,  in  connection  with  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
reporting  of  an  investigation  of  an  employee,  or  the  granting  of 
benefits  by  the  requesting  agency,  to  the  extent  that  the  information 
is  relevant  and  necessary  to  the  requesting  agency’s  decision  on  the 
matter.  ( 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  ot  records  in  the  sytem: 

Storage:  Computer  magnetic  tape  and  paper  output  in  folders  or 
binders 

Retrievability:  Filed  by  Social  Security  Number  (SSN) 

Safeguards:  Magnetic  tape  storage  is  within  a  secured  area  accessi¬ 
ble  only  to  authorized  personnel. 

Paper  products  are  secured  in  cabinets  and  only  personnel  with  a 
need  to  know  are  granted  access  to  these  documents. 

Retention  and  disposal:  Magnetic  tape  records  are  retained  on  ac¬ 
tive  file  until  individual’s  departure  from  DIS  and  then  on  historical 
file  for  3  years.  After  3  years,  erased  from  computer  file  and  output 
reports  reflecting  personnel  data  on  the  individual  destroyed  by 
shredding  or  chemical  decomposition.  Paper  products  are  retained  for 
one  year  following  the  departure  of  the  individual. 

System  managerfs)  and  address:  Director  of  Personnel,  Defense  In¬ 
vestigative  Service,  Forrestal  Building,  Washington,  D.  C. 

Notification  procedure:  Information  may  be  obtained  from: 

Office  of  the  Director  of  Personnel  (D0150) 

Defense  Investigative  Service 
Room  2H060 
Forrestal  Building 
Washington,  D.  C.  20314 
Telephone:  Area  Code  202/693-0332 

Record  access  procedures:  Access  to  partial  decentralized  segments 
may  be  obtained  from  District/Field  Office  heSQfjuarters.  Requests 
from  au  individual  for  information  pertaining  to  himself  from  the 
centralized  repository  should  be  addressed  to  the  SYSMANAGER  at 
the  above  address. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  grade,  SSN, 
unit  and  period  of  assignment  with  DIS.  Visits  should  be  made  to  the 
Office  of  the  Director  of  Personnel  (D0150),  DIS,  Forrestal  Building, 
Washington,  D.C.  20314. 

For  personal  visits,  a  check  of  personal  identification  will  be 
required. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Assistant 
for  Information,  DIS  (D0020),  Washington,  D.C.  20314. 

Record  source  categories:  Sources  qf  information  other  than  from 
the  individual  are  servicing  Civilian  Personnel  Offices  (CPO),  the 
Military  Departments  and  the  individual’s  commander  or  supervisor. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
V4-06 

System  name:  V4-06  Civilian  Personnel  Management  Information 
System 


y 
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System  location:  Primary  System-Data  Handling  Services  Division 
(D0930),  Systems  Support  Center,  Defense  Investigative  Service 
(DIS) 

Decentralized  Segments-Civilian  Personnel  Division  and  various 
DIS  Headquarters  elements. 

Categories  of  individuals  covered  by  the  system:  Civilian  employees 
of  the  DIS. 

Categories  of  records  in  the  system:  Records  consisting  of:  identifi¬ 
cation  and  employment  data;  special  qualifications  and  other  infor¬ 
mation  found  in  the  Official  Personnel  Record 
Authority  for  maintenance  of  the  system:  Title  5,  United  States 
Code 

Section  301  (Agency  Regulations) 

Section  1302  (regulations) 

Section  29S1  (reports  to  the  Commission) 

Section  4118  (training) 

Section  4308  (performance  rating) 

Section  4506  (incentive  awards) 

Sections  5113,  5115,  and  5338  (classification) 

Section  6311  (leave) 

Sections  8334(f),  8342(b),  8343(a),  and  8347  (retirement) 

Section  8716  (life  insurance) 

Section  8913  (health  insurance) 

Civil  Service  Rules,  sections  7.2,  5.1,  5.2  and  5.3 
Executive  Order  10561,  September  13,  1954 

Executive  Order  9830,  section  01.2(e)  and  (f),  February  24,  1947  as 
amended 

Executive  Order  10800,  section  2(d),  January  15,  1959 
Executive  Order  10988,  section  14,  January  17,  1962 
Executive  Order  11222,  section  405,  May  8,  1965 
Executive  Order  11246,  Section  104,  September  24,  1965  as 
amended 

DOD  Directive  5105.42,  Charter  for  the  Defense  Investigative  Ser¬ 
vice 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Uses 
CSC,  DOD  and  internal  reports  on  employment  characteristics  of 
civilian  employees 

The  identification  of  personnel  with  selected  characteristics  or  spe¬ 
cial  qualifications. 

Users 

Personnel  Specialists  and  Clerks. 

DIS  Commanders  and  supervisors  with  a  need  to  know. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Computer  magnetic  tape  and  paper  output  in  folders  or 
binders. 

Retrievability:  Filed  by  date  of  listing,  organization  of  assignment, 
name  or  Social  Security  Number  (SSN). 

Safeguards:  Magnetic  tape  storage  is  within  a  secured  area  accessi¬ 
ble  only  to  authorized  personnel. 

Paper  products  are  secured  in  cabinets  and  only  personnel  with  a 
need  to  know  are  granted  access  to  these  documents.  Personnel  with 
access  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Magnetic  tape  records  and  paper  products 
of  this  system  are  retained  until  individual's  departure  from  DIS  and 
then  on  historical  file  for  90  days. 

System  manager(s)  and  address:  Chief,  Civilian  Personnel  Officer, 
(D0151),  DISHQ,  Civilian  Personnel  Division,  Washington,  D.  C. 
Notification  procedure:  Information  may  be  obtained  from: 

Chief,  Civilian  Personnel  Officer  (D0151) 

DISHQ 
Room  2H086 
Forrestal  Building 
Washington,  D.  C.  20314 
Telephone:  Area  Code  202-693-7521 
Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Defense  Investigative  Service,  Civilian  Personnel  Divi¬ 
sion  (D0151),  Forrestal  Building,  Washington,  D.  C.  20314 
Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  the  name 
of  the  individual  that  appears  on  the  desired  listing.  Vists  are  limited 
to  Civilian  Personnel  Division,  Room  2H086,  Forrestal  Building, 
Washington,  D.  C.  20314,  or  Civilian  Personnel  Branch,  (D0154), 
Fort  Holabird,  Maryland  21203. 

For  personal  visits,  a  check  of  personal  identification  will  be 
requested. 


Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Assistant 
for  Information,  DIS  (D0020),  Washington,  D.  C.  20314. 

Record  source  categories:  Notifications  of  Personnel  Action,  SF-50 
and  50a,  Payroll  Change  Notices,  SFU26,  Personnel  Qualifications 
Statements,  SF-171  and  certificates  of  training. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
V4-07 

System  name:  V4-07  Adverse  Actions,  Grievance  Files  and  Adminis¬ 
trative  Appeals 

System  location:  Civilian  Personnel  Branch  (D0154),  Fort  Holabird 
MD  21203 

Civilian  Personnel  Division  (D0151),  Forrestal  Bldg,  Washington, 
D.  C.  20314 

Categories  of  individuals  covered  by  the  system:  Affected  civilian 
employees  of  the  Defense  Investigative  Service 
Categories  of  records  in  the  system:  Notifications  of  Personnel  Ac¬ 
tions 

Findings  of  inquiry  into  allegations  of  grievance  or  complaints 
Authority  for  maintenance  of  the  system:  FPM  Chapter  751 
FPM  Chapter  752  and  5  U.S.C.  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  USES 
Consideration  by  examiner  and  appellate  levels  of  the  specifics  of 
each  case  within  and  outside  of  DIS. 

In  preparing  the  instant  case  and  subsequent  cases  for  considera¬ 
tion. 

USERS 

Personnel  Specialists  and  clerks. 

DIS  and  U.S.  Civil  Service  Commission  appellate  personnel. 
Management  staff  of  DIS  with  a  clearly  demonstrable  need  to 
know  specifics  of  the  case. 

Policies  and  practices,  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  alphabetically  with  the  Official  Personnel 
Folder 

Filed  by  functional  code  in  personnel  office  files 
Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  file  cabinets,  accessible  only  to  authorized  personnel  who 
are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  both  permanent  and  tempora¬ 
ry.  Permanent  records  are  filed  in  the  Official  Personnel  Folder. 
Temporary  records  are  destroyed  when  the  individual  leaves  DIS,  or 
they  are  no  longer  needed.  Individual  records  may  be  retained  in¬ 
definitely  in  subjective  reference  files. 

System  managers)  and  address:  Chief,  Civilian  Personnel  Officer 
(D0151),  Civilian  Personnel  Division,  Washington,  D.  C. 

Notification  procedure:  Information  may  be  obtained  from: 

Chief,  Civilian  Personnel  Officer  (D0151) 

DISHQ 
Room  2H086 
Forrestal  Building 
Washington,  D.  C.  20314 
Telephone:  Area  Code  202-693-7521 
Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Defense  Investigative  Service,  Civilian  Personnel  Divi¬ 
sion  (D0151),  Forrestal  Bldg.,  Washington,  D.  C.  20314 
Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  the  name 
of  the  individual  that  appears  on  the  desired  file.  Visits  are  limited  to 
Civilian  Personnel  Division,  Room  2H086,  Forrestal  Building, 
Washington,  D.  C.  20314,  or  Civilian  Personnel  Branch  (D0154),  Fort 
Holabird,  MD  21203. 

For  personal  visits,  a  check  of  personal  documents  will  be 
required. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records,  contesting  contents,  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Assistant  for  In¬ 
formation  (D0020),  Forrestal  Bldg.,  Washington,  D.  C.  20314. 

Record  source  categories:  Supervisors,  complainants,  investigators, 
appropriate  law  enforcement  agencies,  servicing  civilian  personnel 
offices,  appellate  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
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V4-08 

System  name:  V4-08  EEO  Complaints 
System  location:  Primary  System 

Civilian  Personnel  Division  (D0151),  Forrestal  Bldg.,  Washington, 
D  C.  20314 

Civilian  Personnel  Branch  (D0154),  Fort  Holabird  MD  21203 
Decentralized  Segments  -  at  14  Districts,  DIS  Headquarters  and 
Centers  by  EEO  Counselors 

Categories  of  individuals  covered  by  the  system:  Persons  involved  in 
complaints  and  DIS  civilian  employees  who  have  been  officially 
counselled. 

Categories  of  records  in  the  system:  Temporary  records  pertaining 
to  the  individual's  complaint  of  discrimination. 

Authority  for  maintenance  of  the  system:  FPM  713 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  U  SES 
To  determine  effectiveness  of  EEO  Program. 

To  determine  validity  of  and  trends  in  complaints. 

As  a  basis  for  corrective  action  if  a  finding  of  discrimination  is 
made. 

USERS 
EEO  officials 

Personnel  Specialists  and  clerks 

EEO  Counselors  at  Headquarters,  Centers  and  Districts 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 
Retrievability:  Alphabetically  by  last  name  of  complainant 
Safeguards:  Records  are  maintained  in  locked  file  cabinets  accessi¬ 
ble  only  by  authorized  personnel  that  are  properly  screened,  cleared 
and  trained. 

Retention  and  disposal:  Records  are  temporary  and  destroyed 
within  two  years  following  the  resolution  of  the  complainant.  Primary 
system  records  may  be  retained  in  subjective  reference  files. 

System  manager(s)  and  address:  Chief,  Civilian  Personnel  Officer 
(D0151),  Civilian  Personnel  Division,  Washington,  D.  C.  20314 
Civilian  Personnel  Officer,  Civilian  Personnel  Branch,  Fort 
Holabird  MD  21203 

Notification  procedure:  Information  may  be  obtained  from: 

Chief.  Civilian  Personnel  Officer  (D0151) 

DISHQ 
Room  2H086 
Forrestal  Bldg 
Washington,  D.  C.  20314 
Telephone:  Area  Code  202-693-7521 
Record  access  procedures:  Requests  from  individuals  for  access  to 
centralized  records  should  be  addressed  to  Defense  Investigative  Ser¬ 
vice,  Civilian  Personnel  Division  (D0151),  Forrestal  Building, 
Washington,  D.  C.  20314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  the  name 
of  the  individual  that  appears  on  the  desired  file.  Visits  are  limited  to 
Civilian  Personnel  Division.  Room  2H086,  Forrestal  Bldg.,  Washing¬ 
ton,  D.  C  20314 

For  personal  visits,  a  check  of  personal  documents  will  be 
required. 

Access  to  decentralized  segments  (counselling  records)  by  in¬ 
dividuals  concerned  may  be  obtained  locally. 

Contesting  record  procedures:  DIS  rules  for  access  to  records  and 
for  contesting  contents  and  appealing  initial  determinations  by  the  in¬ 
dividual  concerned  may  be  obtained  from  the  Assistant  for  Informa¬ 
tion  (D0020),  Forrestal  Bldg.,  Washington,  D.  C.  20314 
Record  source  categories:  Civilian  employees  of  this  agency 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
V4-09 

System  name:  V4-09  Merit  Promotion  Plan  Records 
System  location:  Civilian  Personnel  Branch.  (D0154),  Fort  Holabird 
MD  21203 

Civilian  Personnel  Division  (D0151),  Forrestal  Bldg.,  Washington, 
D. C.  20314 

Categories  of  individuals  covered  by  the  system:  Civilians  who  have 
applied  for  certain  vacancies  within  the  Defense  Investigative  Service 
Categories  of  records  in  the  system:  Temporary  records  pertaining 
to  the  individual’s  consideration  for  promotion 
Authority  for  maintenance  of  the  system:  FPM  Chapter  335 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  USES 
To  identify  eligible  candidates  for  specific  promotion  opportunities. 
USERS 

Personnel  specialists  and  clerks  of  this  agency. 

Supervisors  of  this  agency  with  interest  in  the  particular  promotion 
action 

Accredited  investigators  with  a  clear  need  for  the  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Appraisals  filed  alphabetically  by  employees  last 
name 

Promotion  panel  computations  filed  by  announcement  number 
Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  locked  cabinets,  accessible  only  to  authorized  personnel 
that  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  destroyed  two  years  after  the 
effective  date  of  the  establishment  of  the  promotion  register 

System  manager(s)  and  address:  Chief,  Civilian  Personnel  Officer 
(D0151),  DISHQ,  Civilian  Personnel  Division,  Washington,  D.  C. 
Notification  procedure:  Information  may  be  obtained  from: 

Chief,  Civilian  Personnel  Officer  (D0151) 

DISHQ 
Room  2H086 
Forrestal  Building 
Washington,  D.  C.  20314 
Telephone:  Area  Code  202-693-7521 
Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Defense  Investigative  Service,  Civilian  Personnel  Divi¬ 
sion  (D0151),  Forrestal  Bldg.,  Washington,  D.  C.  20314 
Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  the  name 
of  the  individual  that  appears  on  the  desired  file.  Visits  are  limited  to 
Civilian  Personnel  Division,  Room  2H086,  Forrestal  Building, 
Washington,  D.  C.  20314,  or  Civilian  Personnel  Branch  (D0154),  Bldg 
320  Fort  Holabird  MD  21203. 

For  personal  visits,  a  check  of  personal  documents  will  be 
required 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Assistant 
for  Information  (D0020),  Forrestal  Bldg.,  Washington,  D.  C. 

Record  source  categories:  Evaluation  of  ranking  panel  members,  su¬ 
pervisory  appraisals,  appraisal  of  potential  by  supervisor. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
V4-10 

System  name:  V4-10  Incentive  Awards 
System  location:  Civilian  Personnel  Branch  (D0154),  Fort  Holabird, 
MD  21203 

Categories  of  individuals  covered  by  the  system:  Civilian  and  milita¬ 
ry  personnel  of  the  Defense  Investigative  Service  or  persons  outside 
of  DIS  making  suggestions  relating  to  DIS  functions. 

Categories  of  records  in  the  system:  Temporary  records  relating  to 
proposed  awards  and  suggestions. 

Authority  for  maintenance  of  the  system:  5  USC  301 
FPM  Chapter  451 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  USES 

Records  arc  used  to  provide  basis  for  recommending  action  on 
proposed  awards  including  but  not  limited  to  awards  for  length  of 
service,  quality  step  increases,  sustained  superior  performance,  spe¬ 
cial  act  and  service,  meritorious  and  exceptional  service,  outstanding 
performance,  and  similar  awards. 

USERS 

Executive  Secretary,  Incentive  Awards  Committee,  and  committee 
members  and  coordinators  of  suggestions. 

Personnel  specialists  and  clerks 

Accredited  investigators  of  the  U.  S.  Civil  Service  Commission 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 
Retrievability:  Suggestions  filed  by  number. 

Award  actions  are  filed  alphabetically  by  last  name  of  individual. 
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Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  file  cabinets,  accessible  only  to  authorized  personnel  that 
are  property  trained,  cleared  and  screened. 

Retention  and  disposal:  Records  are  temporary  and  are  destroyed 
when  no  longer  required  for  a  maximum  of  two  years. 

System  managerfs)  and  address:  Chief,  Civilian  Personnel  Officer 
(D0151),  DISHQ,  Civilian  Personnel  Division,  Washington,  D.  C. 

Notification  procedure:  Information  may  be  obtained  from: 

Chief,  Civilian  Personnel  Officer  (D0151) 

DISHQ 

Room  2H086  * 

Forrestal  Building 
Washington,  D.  C.  20314 
Telephone:  Area  Code:  202-693-7521 

Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Defense  Investigative  Service,  Civilian  Personnel  Divi¬ 
sion  (D0151),  Forrestal  Bldg.,  Washington,  D.  C.  20314 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  the  name 
of  the  individual  that  appears  on  the  desired  file.  Visits  are  limited  to 
Civilian  Personnel  Division,  Room  2H086,  Forrestal  Building, 
Washington,  D.  C.  20314,  or  Civilian  Personnel  Branch  (D0154),  Bldg 
320  Fort  Holabird,  Maryland  21203. 

For  personal  visits  a  check  of  personal  documents  will  be  required. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Assistant 
for  Information  (D0020),  Forrestal  Building,  Washington,  D.  C. 
20314. 

Record  source  categories:  Reports  of  evaluating  officials,  committee 
determinations. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
V5-01 

System  name:  V5-01  Investigative  Files  System 

System  location:  Defense  Investigative  Service  (DIS),  Investigative 
Files  Division,  Building  320,  Ft.  Holabird,  MD  has  primary  control 
over  the  system  and  is  responsible  for  the  maintenance  of  completed 
investigative  records.  The  Special  Investigations  Center,  Forrestal 
Building,  Washington,  DC  20314  maintains  limited  categories  of  these 
records.  DIS  operational  centers,  i.e.,  the  National  Agency  Check 
Center  (NACC),  Personnel  Investigations  Control  Center  (PICC),  and 
Special  Investigations  Center  (SIC);  District  Offices;  Field  Offices; 
Resident  Agencies  and  various  DIS  headquarters  staff  elements 
originate  and  have  temporary  control  over  portions  of  records. 

Categories  of  individuals  covered  by  the  system:  Military  personnel 
who  are  on  active  duty,  applicants  for  enlistment  or  appointment  and 
reservists  and  National  Guardsmen;  DoD  civilian  personnel  who  are 
paid  from  appropriated  funds;  industrial  or  contractor  personnel  who 
are  working  in  private  industry  in  firms  which  have  contracts  involv¬ 
ing  access  to  classified  DoD  information  or  installations;  Red  Cross 
personnel  and  personnel  paid  from  nonappropriated  funds  who  have 
DoD  affiliation;  ROTC  cadets;  former  military  personnel;  individuals 
residing  on,  having  authorized  official  access  to,  or  conducting  or 
operating  any  business  or  other  functions  at  any  DoD  installation  or 
facility. 

Individuals  not  affiliated  with  the  Department  of  Defense  when, 
during  the  previous  year,  their  activities  have  directly  threatened  the 
functions,  property  or  personnel  of  the  DoD  or  they  have  engaged  in, 
or  conspired  to  engage  in,  criminal  acts  on  DoD  installations  or 
directed  at  the  DoD.  ' 

Categories  of  records  in  the  system:  Official  Reports  of  Investiga¬ 
tions  (ROI’s)  prepared  by  DIS  or  other  DoD,  Federal,  state  or  local 
official  investigative  activities 

DIS  Information  Summary  Reports  (ISR’s)  which  record  unsol¬ 
icited  information  received  by  DIS  concerning  a  person  or  incident 
which  is  of  direct  interest  to  other  DoD  investigative  components  or 
Federal  investigative  agencies.  (When  such  information  is  received 
by  DIS  it  is  reported  as  it  was  received,  without  investigation  or  con¬ 
firmation,  by  ISR  and  transmitted  to  the  interested  investigative  ac¬ 
tivity.) 

Attachments  to  ROI’s  or  ISR’s  including  exhibits,  subject  or  inter¬ 
viewee  statements,  police  records,  medical  records,  fingerprint  cards, 
credit  bureau  reports,  employment  records,  education  records, 
release  statements,  summaries  of.  or  extracts  from  other  similar 
records  or  reports. 

Case  control  and  management  documents  which  are  not  reports  of 
investigation,  but  that  serve  as  the  basis  for  investigation,  or  serve  to 


guide  and  facilitate  investigative  activity,  including  documents 
providing  the  data  to  open  and  conduct  the  case,  such  as  the  Person¬ 
nel  Security  Investigation  Request;  documents,  initiated  by  the  sub¬ 
ject  such  as  personnel  history  documents,  and  fingerprint  records; 
and  documents  used  in  case  management  and  control,  such  as  release 
statements,  case  transfer  forms,  and  documents  directing  the  inquiry. 

DIS  file  administration  and  management  documents  accounting  for 
the  disclosure,  control  and  access  to  a  file,  such  as  warning  sheets, 
separators,  forwarding  correspondence  and  accounting  records 
required  by  5  U.S.C.  552  and  552a. 

Cross  references  to  chronological  correspondence  files  disclosing 
unfavorable  and  administrative  action  taken  based  on  DIS  investiga¬ 
tions. 

Authority  for  maintenance  of  the  system:  Section  301  of  5  U.S.C. 
Departmental  Regulations 

Section  310  of  44  U.S.C.  Records  Management 

Sections  2,  3,  4,  5,  6,  8  and  9,  Executive  Order  10450,  Security 
Requirements  for  Government  Employment. 

Section  6(A),  Executive  Order  11652,  Classification  and  Declassifi¬ 
cation  of  National  Security  Information  and  Material. 

Sections  III  and  V,  DoD  Directive  5105.42,  Charter  for  the 
Defense  Investigative  Service. 

Section  IIIA,  DoD  Directive  5200.2b,  Defense  Investigative  Pro¬ 
gram. 

Section  IV  A  and  B,  DoD  Directive  5200.27,  Acquisition  of  Infor¬ 
mation  Concerning  Persons  and  Organizations  not  Affiliated  with  the 
Department  of  Defense. 

Section  IX,  DoD  Directive  5210.7,  Department  of  Defense  Civilian 
Applicant  and  Employee  Security  Program. 

Section  I,  DoD  Directive  5210.8,  Policy  on  Investigation  and 
Clearance  of  DoD  Personnel  for  Access  to  Classified  Defense  Infor¬ 
mation. 

Section  VII,  DoD  Directive  5210.9,  Military  Personnel  Security 
Program 

Section  V  A  2.,  DoD  Instruction  5210.25,  Security  Acceptability  of 
American  National  Red  Cross  Employees  at  Department  of  Defense 
Installations  and  Activities. 

Section  I,  DoD  Instruction  5210.26,  Investigation  of  American  Na¬ 
tional  Red  Cross  Employees  on  Duty  at  Department  of  Defense  In¬ 
stallations  and  Activities  in  the  Zone  of  Interior. 

Enel  3,  paragraphs  b  2  and  3,  DoD  Directive  5210.41,  Security 
Criteria  and  Standards  for  Protecting  Nuclear  Weapons. 

Section  III,  DoD  Directive  5210.45,  Personnel  Security  in  the  Na¬ 
tional  Security  Agency.  . 

Section  VII,  DoD  Directive  5210.55,  Selection  of  Department  of 
Defense  Military  and  Civilian  Personnel  for  Assignment  to  Pre¬ 
sidential  Support  Activities. 

Section  IV,  C,  DoD  Directive  5220.6,  Industrial  Personnel  Security 
Clearance  Program. 

Section  V  B,  DoD  Instruction  5220.28,  Application  of  Special  Eligi¬ 
bility  and  Clearance  Requirements  in  the  SIOP-ESI  Program  for  Con¬ 
tractor  Employees. 

Section  1  (a)  and  2,  Executive  Order  10865,  Safeguarding  Clas¬ 
sified  Information  Within  Industry. 

Section  III,  DoD  Instruction  5030.34,  Agreement  between  the  De¬ 
partment  of  Defense  concerning  Protection  of  th8  President  and 
Other  Officials. 

Paragraph  10,  Director  of  Central  Intelligence  Directive  No.  1/14, 
Uniform  Personnel  Security  Standards  and  Practices  Governing  Ac¬ 
cess  to  Sensitive  Compartmented  Information  C. 

Section  II,  DSA  Regulation  5705.2,  Criminal  Investigative  Support 
to  the  Defense  Supply  Agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  for  which  col¬ 
lected. 

Personnel  security  investigative  information  is  collected  to  insure 
that  the  acceptance  or  retention  of  persons  to  sensitive  DoD  posi¬ 
tions,  or  granting  individuals  access  to  classified  information,  includ¬ 
ing  those  employed  in  defense  industry,  is  clearly  consistent  with  na¬ 
tional  security. 

Criminal  investigative  information  is  collected  on  request  to  identi¬ 
fy  offenders,  provide  facts  and  evidence  upon  which  to  base 
prosecution  and  effect  the  recovery  of  property  which  has  been 
wrongfully  appropriated. 

Information  contained  in  ISR’s  (see  description  in  RECORD- 
CATEGORY)  regarding  criminal,  personnel  security  or  counterintel¬ 
ligence  matters,  when  received,  is  disseminated  to  appropriate 
Federal  agencies  or  other  DoD  investigate  elements. 

Criminal  and  personnel  security  information  is  collected  during 
reciprocal  investigations  conducted  for  other  DoD  and  federal  in- 


FEDERAL  REGISTER  VOL  40,  NO.  160 -MONDAY,  AUGUST  18,  1975 


36084 


DEPARTMENT  OF  DEFENSE 


vesUgative  elements  (or  in  limited  instances,  criminal  information  for 
local,  state  or  Federal  law  enforcement  agencies)  for  maintenance 
and  use  by  the  requesting  activity. 

Information  regarding  alleged  security  violations  is  collected  on 
request  to  establish  whether  or  not  a  compromise  occured  and  to 
identify  the  personnel  involved. 

Users  of  DIS  investigative  information  are: 

(1)  DIS  personnel  in  the  course  of  their  official  duties. 

(1)  DIS  personnel  in  the  course  of  their  official  DoD  agencies,  ele¬ 
ments  of  the  Military  Departments  designated  by  the  departments, 
and  representatives  of  the  Secretary  of  Defense  and  the  Joint  Chiefs 
of  Staff. 

(2)  Other  accredited  DoD  investigative  components,  enforcement 

agencies. 

(3)  Accredited  Federal  criminal  and  civil  law  agencies. 

<4)  State  and  local  official  criminal  law  enforcement  investigations 
to  evaluate  suitability  for  employment  or  access  to  classified  infor¬ 
mation. 

(5)  Other  accredited  federal  agencies  conducting 

(6)  Congressional  committees  and  the  Government  Accounting 

Specific  uses  of  DIS  investigative  records  are: 

To  determine  the  loyalty,  suitability,  eligibility,  and  general  trust¬ 
worthiness  of  individuals  for  access  to  Defense  information  Office, 
and  facilities  by  the  first  two  categories  of  users,  above. 

To  determine  the  loyalty,  suitability,  eligibility  and  general  trust¬ 
worthiness  of  individuals  for  assignment  or  appointment  to  sensitive 
military  duties  or  to  critical  sensitive  civilian  positions  by  the  catego¬ 
ries  of  users,  one,  two,  three  and  five,  above. 

To  determine  the  eligibility  and  suitability  of  individuals  for  entry 
into  and  retention  in  the  Armed  Forces  by  the  second  category  of 
users,  above. 

To  provide  information  for  ongoing  security  and  suitability  in¬ 
vestigations  being  conducted  by  Federal  agencies  by  the  first  three 
categories  of  users,  above. 

To  provide  information  pertinent  to  the  protection  of  persons 
under  the  provisions  of  18  U.S.C.  3056,  by  the  first  three  categories 

of  users,  above. 

In  the  event  that  records  maintained  in  this  system  indicate  a  viola¬ 
tion  or  potential  violation  of  law,  whether  civil,  criminal  or  regulato¬ 
ry  in  nature,  and  whether  arising  by  general  statute  or  particular  pro¬ 
gram  statute,  or  by  regulation,  rule  or  order  issued  pursuant  thereto, 
the  relevant  records  in  the  system  of  records  may  be  referred,  as  a 
routine  use,  to  the  appropriate  agency  charged  with  the  responsibility 
of  investigating  or  prosecuting  such  violation  or  charged  with  enforc¬ 
ing  or  implementing  the  statute,  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

To  provide  information  in  judicial  or  adjudicative  proceedings  in¬ 
cluding  litigation,  or  in  accordance  with  a  court  order  by  the  first 
three  categories  of  users,  above. 

To  make  statistical  evaluations  of  DIS  investigative  activities  by 
the  first,  second,  third  and  sixth  categories  of  users,  above. 

To  respond  to  Freedom  of  Information  and  Privacy  Act  access 
requests,  by  the  first  category  of  users,  above. 

To  provide  information  in  response  to  DIS  Inspector  General,  and 
EEO  or  other  complaint  investigations  and  Congressional  inquiries  by 
the  first  and  sixth  categories  of  users,  above. 

To  determine  the  eligibility  and  suitability  of  an  individual  for 
personnel  actions  in  the  Armed  Forces  of  the  United  States, 
as  deemed  appropriate  by  the  second  category  of  users,  above. 

A  record  such  as  identification  data,  from  this  system  of  records 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  information 
or  to  business  enterprises  to  obtain  employment  records  if  necessary 
to  obtain  information  relevant  to  an  assigned  investigation. 

A  record  from  this  system  of  records  may  be  disclosed  to  a  federal 
agency,  in  response  to  its  request,  in  connection  with  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
reporting  of  an  investigation  of  an  employee,  or  other  benefit  by  the 
requesting  agency,  to  the  extent  that  the  information  is  relevant  and 
necessary  to  the  requesting  agency’s  decision  on  the  matter. 

Transfers  of  information  from  this  record  system  to  other  DoD 
components  is  a  routine  intra-agency  use  under  the  provisions  of  5 
U.S.C.  552a3(b)  (1). 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders,  microfilm,  magnetic  tape  or 
supplementary  index  cards. 

Retrievability:  Investigations  are  centrally  retrievable  through  the 
DIS  Case  Control  System  (DCCS)  or  the  Defense  Central  Index  of 
Investigations  (DCII)  systems  described  separately  in  this  notice. 
ISR’s  and  reciprocal  investigations  may  be  retrieved  only  through  a 
limited  manual  indexing  system. 


Safeguards:  Completed  investigative  records  are  maintained  and 
stored  in  power  files,  open  shelves  and  filing  cabinets  which  are 
housed  in  secured  areas  accessible  only  to  authorized  personnel  who 
are  properly  screened  and  have  a  need  to  know.  Information  con¬ 
tained  on  magnetic  tape  is  secured  in  the  same  manner  as  the  DCII, 
described  separately.  Recipients  of  investigative  information  are 
responsible  for  safeguarding  information  within  the  guidelines  pro¬ 
vided  by  DIS. 

Retention  and  disposal:  Retention  of  closed  DIS  investigative  files 
is  authorized  for  30  years  maximum,  except  as  follows:  (1)  Files 
which  have  resulted  in  adverse  action  against  an  individual  will  be 
retained  permanently,  (2)  Files  developed  .on  persons  who  are  being 
considered  for  affiliation  with  the  Department  of  Defense  will  be 
destroyed  within  one  year  if  the  affiliation  is  not  completed.  In  cases 
involving  a  pre-appointment  investigation,  if  the  appointment  is  not 
made  due  to  information  developed  by  investigation,  the  file  will  be 
retained  permanently.  If  the  appointment  is  not  made  for  some  other 
reasons  not  related  to  the  investigation,  the  file  will  be  destroyed 
within  one  year;  (3)  Information  within  the  purview  of  the  Depart¬ 
ment  of  Defense  Directive  5200.27,  ’Acquisition  of  Information  Con¬ 
cerning  Persons  and  Organizations  Not  Affiliated  with  the  Depart¬ 
ment  of  Defense’,  is  destroyed  within  90  days  after  acquisition  by 
DIS  unless  its  retention  is  required  by  law  or  unless  its  retention  has 
been  specifically  authorized  by  the  Secretary  of  Defense  or  through 
the  Chairman,  DIRC. 

Generally,  ISR’s  and  limited  reciprocal  investigations  are  retained 
centrally  for  only  60  days,  except  as  required  by  5  U.S.C.  552a(cX2). 

Partial  duplicate  records  are  retained  from  %  to  120  days  by  DIS 
field  elements. 

System  manager(s)  and  address:  Director,  Defense  Investigative 
Service,  Washington,  DC  20314 

Notification  procedure:  Requests  should  be  addressed  to  the 
Assistant  for  Information,  Defense  Investigative  Service,  Washing¬ 
ton,  DC  20314.  The  full  name,  date  and  place  of  birth,  and  social 
security  account  number  are  necessary  for  retrieval  of  information. 
More  information  or  a  notarized  statement  verifying  the  identity  of 
requesters  may  be  required.  The  Information  Office,  at  Room  2H043 
1000  Independence  Ave..  Washington,  DC  may  be  visited  by  person¬ 
nel  making  inquiries  regarding  this  system.  A  check  of  personal 
identification  will  be  required  of  all  visitors  making  such  inquiries. 

Record  access  procedures:  Access  may  be  obtained  through  the  In¬ 
formation  Office  at  the  address  listed  above. 

Contesting  record  procedures:  DIS  rules  for  contesting  and  appeal¬ 
ing  initial  determinations  may  be  obtained  from  the  Information  Of¬ 
fice. 

Record  source  categories:  Categories  of  sources  of  records. 

Subjects  of  investigations. 

Records  of  other  DoD  activities  and  components. 

Federal,  state,  county  and  municipal  records. 

Employment  Records  of  private  business  and  industrial  firms. 

Educational  and  disciplinary  records  of  schools,  colleges,  universi¬ 
ties,  technical  and  trade  schools. 

Hospital,  clinic  and  other  medical  records. 

Records  of  commercial  enterprises  such  as  real  estate  agencies, 
credit  bureaus,  loan  companies,  credit  unions,  banks  and  other  finan¬ 
cial  institutions  which  maintain  credit  information  on  individuals, 
transportation  companies,  (airlines,  railroad,  etc.) 

The  interview  of  individuals  who  are  thought  to  have  knowledge  of 
the  subject’s  background  and  activities. 

The  interview  of  witnesses,  victims  and  confidential  sources. 

The  interview  of  any  individuals  deemed  necessary  to  complete  the 
DIS  investigation. 

Miscellaneous  directories,  rosters  and  correspondence. 

Any  other  type  of  record  deemed  necessary  to  complete  the  DIS 
investigation. 

Systems  exempted  from  certain  provisions  of  the  act:  In  accordance 
with  subsection  3j(2)  of  the  Act,  information  maintained  by  the  Spe¬ 
cial  Cases  Division  of  DIS  may  be  exempted  from  the  provisions  of 
subsections  (c)  (3)  and  (4);  (d);  (e)  (1),  (2)  and  (3);  (e)  (5)  and  (8);  (g) 
and  (o).  Information  maintained  by,  or  at  the  direction  of,  this  unit 
includes  criminal  investigation*:  for  which  the  DIS  has  primary 
responsiblity  and  certain  ISR’s  and  reciprocal  investigations,  and 
security  or  counterintelligence  information  which  may  be  used  in 
criminal  prosecution.  The  withholding  of  this  information  will  be  to 
allow  the  DIS  Special  Cases  Divisior,  a  criminal  law  enforcement 
component,  to  conduct  effective  investigations  into  alleged  unlawful 
activity  or  crime  conductive  situations  without  jeapordizing  such  in¬ 
vestigations.  Knowledge  of  the  investigations  of  the  Special  Cases 
Division  could  enable  subjects  to  take  actions  to  prevent  detection  of 
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criminal  activities,  conceal  evidence,  or  to  escape  prosecution.  It 
could  also  lead  to  intimidation  of  or  harm  to  sources,  informants, 
witnesses  and  their  families.  Information  from  this  system  will  be 
withheld  only  to  the  extent  that  its  release  would  interfere  with  such 
investigations. 

Under  subsection  3k(l)  of  the  Act,  properly  classified  material 
contained  in  DIS  investigatory  files  is  exempt  from  the  provisions  of 
subsection  (d).  This  exemption  will  protect  information,  the  disclo¬ 
sure  of  which  would  have  an  adverse  effect  on  the  national  defense 
or  foreign  policy. 

Under  subsection  3k(2)  of  the  Act,  other  investigatory  material  in¬ 
cluding  certain  reciprocal  investigations  and  counterintelligence  infor¬ 
mation  is  exempt  from  subsection  (c)  (3),  (d),  (e)  (4)  (G,H  andl)  and 
(f)  until  such  time  as  action  is  taken  regarding  allegations,  and  after 
that  time  only  to  the  extent  that  the  information  would  identify  a 
confidential  source  who  furnished  information  under  an  express 
promise  that  the  identity  of  the  source  would  be  held  in  confidence 
(or  prior  to  the  effective  date  of  the  Act  under  an  implied  promise). 
This  exemption  will  permit  the  DIS  to  conduct  certain  law  enforce¬ 
ment  investigations  effectively  and  to  protect  the  identities  of 
sources  who  would  not  otherwise  provide  information. 

Protective  Service:  Under  subsection  3k(3)  of  the  Act,  DIS  in¬ 
vestigatory  material  maintained  in  connection  with  assisting  the  US 
Secret  Service  (USSS)  to  provide  protective  services  to  the  President 
of  the  United  States  or  other  individuals  pursuant  to  section  3056  of 
Title  18  is  exempt  from  subsections  (c)  (3),  (d),  (e)  (1),  (e)  (4),  (g,  h 
and  i),  and  (f).  This  exemption  provision  will  enable  DIS  to  continue 
its  support  of  the  US  Secret  Service  without  comprimising  the  effec¬ 
tiveness  of  either  activity. 

Under  subsection  3k(5)  of  the  Act,  personnel  security  investigatory 
material  from  subsections  (c)  (3),  (d)  and  (0,  is  exempt  to  the  extent 
that  the  disclosure  of  such  material  would  reveal  the  identity  of  a 
confidential  source  as  described  above.  This  exemption  provision  will 
allow  DIS  to  collect  information  from  certain  sources  who  would 
otherwise  be  unwilling  to  provide  information  necessary  to  personnel 
security  investigations. 

V5-02 

System  name:  V5-02  Defense  Central  Index  of  Investigations  (DCII) 

System  location:  Central  Facility: 

Defense  Investigative  Service  (DIS),  Data  Handling  Services  Divi¬ 
sion,  D0930,  Fort  Holabird,  Baltimore,  Maryland  21203. 

Remote  Terminal  Locations: 

Crime  Records  Directorate,  US  Army  Criminal  Investigations 
Command,  2301  Chesapeake  Avenue,  Baltimore,  Maryland  21222 

Air  Force  Office  of  Special  Investigations/SUD,  Forrestal  Build¬ 
ing,  Washington,  D.  C.  20314 

Naval  Investigative  Service  Headquarters,  Hoffman  Building  1, 
2461  Eisenhower  Avenue,  ATTN:  Code  30,  Alexandria,  Virginia 
20314 

Defense  Industrial  Security  Clearance  Office,  P.  O.  Box  2499, 
Columbus,  Ohio  43216  (DISCO) 

US  Army  Investigative  Records  Repository,  Building  4452,  Fort 
Meade  Maryland  20755 

DIS  Special  Investigations  Center,  Forrestal  Building,  Washington, 
DC  20314 

DIS  National  Agency  Check  Center,  D0700,  Fort  Holabird,  Bal¬ 
timore,  Maryland  21203 

DIS  Personnel  Investigations  Control  Center,  D0600,  Fort 
Holabird,  Baltimore,  Maryland  20703 

DIS  Investigative  Files  Division,  D0960,  Fort  Holabird,  Baltimore, 
Maryland  21203 

Categories  of  individuals  covered  by  the  system:  Any  person 
described  as  a  subject,  a  victim,  or  a  cross-reference  in  an  investiga¬ 
tion  completed  by  or  for  a  DOD  investigative  organization  when  that 
investigation  is  retained  by  the  organization  and  the  name  is  sub¬ 
mitted  for  central  indexing. 

Categories  of  records  in  the  system:  DCII  MASTER  INDEX 

Composed  of  locator  references  to  investigations  conducted  by  or 
for  DOD  investigative  organizations  and  retained  by  them.  Index 
records  contain  the  name  and  other  personal  identifying  information 
on  individuals  who  were  indexed. 

FILE  TRACING 

Reference  to  an  investigation  maintained  by  one  of  the  investiga¬ 
tive  records  repositories.  It  identifies  the  individual  by  name  and  per¬ 
sonal  identifiers,  the  custodian  of  the  file,  the  year  indexed  and  the 
number  used  by  the  repository  to  locate  the  file. 

OPEN  CASE  TRACING 

A  record  input  by  either  Army  investigative  activities  or  DIS 
reflecting  the  existence  of  an  investigation  in  progress.  It  identifies 


the  subject  individual  by  name  and  personal  identifiers,  the  location 
of  the  open  investigation,  the  year  indexed  and  the  number  used  to 
locate  the  investigative  file. 

NAC  PENDING  TRACING 

Record  of  a  National  Agency  Check  (NAC)  investigation  in 
progress.  It  identifies  the  subject  individual  by  name,  personal 
identifiers,  the  case  number,  the  category  of  the  requester  of  the 
NAC,  and  the  type  of  NAC  being  run. 

NAC  HISTORY  TRACING 

A  record  of  completed  favorable  national  agency  checks.  It  identi¬ 
fies  the  individual  by  name  and  personal  identifiers,  the  date  the 
NAC  was  completed  and  the  agencies  that  were  checked. 

DCn  NAME  ONLY  INDEX  (NOI) 

Composed  of  names  of  persons  who  are  referenced  but  not  fully 
identified  in  investigative  files.  A  Name  Only  Index  record  identifies 
the  individual  by  name  and  lists  the  custodian  agency  of  the  file,  year 
indexed  and  the  number  used  by  the  repository  to  locate  the  file. 
Positive  identification  is  impossible  from  the  index  and  may  well  be 
impossible  from  the  case  file  itself.  DIS  has  placed  no  records  in  this 
index. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301  Departmental 
Regulations 

44U.S.C.  3101  Records  Management 

Memorandum,  Secretary 8of  Defense,  May  27,  1965 

Memorandum,  Secretary  of  Defense,  December  3,  1965,  subject: 
Establishment  of  a  Central  Index  of  DOD  Investigations. 

DOD  Directive  No.  5105.42,  April  18,  1972,  subject:  Charter  for 
Defense  Investigative  Service  (DIS). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  File  tracing  information  is 
collected  and  maintained  in  the  DCII  so  that  authorized  users  may 
determine  the  existence  and  location  of  DOD  investigative  records. 

NAC  history  information  is  maintained  for  authorized  users  in 
granting  clearances,  access  to  defense  installations,  entry  into  milita¬ 
ry  service  or  employment  in  sensitive  civilian  positions. 

Categories  of  users: 

Components  listed  under  the  LOCATION  caption  are  the  principal 
users  and  (with  the  exception  of  DISCO)  the  file  custodians.  Listed 
terminal  holders  (with  the  exception  of  DISCO)  may  release  general 
DCII  information  to  users  of  their  investigative  records  or  listed  in 
their  investigative  records  systems  descriptions  in  this  register. 

It  should  be  noted  that  information  contained  in  the  system  is  re¬ 
garded  as  the  property  of  the  submitting  activities.  DIS  can  neither 
monitor,  nor  assume  responsibility  for  die  propriety  or  accuracy  of 
the  data  in  the  system,  other  than  that  portion  belonging  to  DIS. 

Transfer  of  information  from  this  records  system  to  other  DOD 
components  is  a  routine  intra-agency  use  under  the  provisions  of  5 
U.S.C.  552a3(bXl).  The  use  of  the  DCII  by  terminal  holders  to  advise 
requesters  of  the  possible  location  of  information,  where  there  is  no 
disclosure  of  personal  information  from  the  DCII,  does  not  require 
an  accounting. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Master  Index  data  is  maintained  in  direct  access  storage 
devices,  disk  and  data  cell.  It  is  also  contained  on  magnetic  tape  for 
continuity  of  operations  purposes  to  permit  processing  at  alternate  lo¬ 
cations  in  the  event  of  computer  failure. 

Name  Only  Index  data  is  maintained  on  magnetic  tape  and 
microfiche.  Each  contributor  is  provided  his  portion  on  a  quarterly 
basis. 

Retrievability:  Master  Index  records  are  accessed  through  name 
and  at  least  one  personal  identifier  (PIC).  Personal  identifiers  are: 
date  of  birth,  place  of  birth,  social  security  number  and  the  last  four 
(4)  digits  of  military  service  number.  Inquiries  may  enter  the  system 
in  card  form  or  by  being  keyed  in  at  remote  terminals.  A  non-stan¬ 
dard  retrieval  capability  also  exists  which  permits  retrieval  without 
PID,  or  on  parts  of  a  name,  and  produces  references  to  all  in¬ 
dividuals  by  that  name.  It  should  be  noted  that  in  many  cases,  the 
subject’s  SSAN  is  necessary  to  make  a  positive  identification. 

Name  Only  Index  records  are  accessed  through  the  name  or  some 
portion  thereof.  Records  are  retrieved  based  on  an  exact  match  with 
the  name  submitted.  Inquiries  may  enter  the  system  only  in  card 
form. 

Safeguards:  Generalized  validation  is  provided  in  batch  retrieval 
through  program  edits  to  prevent  unauthorized  access. 

User  terminals  with  access  to  the  Master  Index  are  located  in  con¬ 
trolled  access  areas.  Access  to  the  system  is  limited  to  specified  time 
of  the  day.  Terminals  are  connected  via  dedicated  data  circuits  which 
prevent  access  from  standard  dial-up  telephones. 
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Activities  must  be  a  part  of  DOD  and  accredited  on  the  basis  of 
authorized  requirements  before  a  new  terminal  is  established  or  be¬ 
fore  batch  requests  will  be  honored  and  processed.  Terminal  holders, 
and  organizations  authorized  access  by  other  means,  are  responsible 
for  insuring  that  individuals  and  organizations  to  whom  they  disclose 
index  information  have  appropriate  authority  and  need  to  know. 

The  computer  room  is  located  within  a  building  controlled  by 
security  personnel  at  all  times.  Identification  badges  are  required  for 
entrance.  Access  to  the  computer  room  is  controlled  by  a  combina¬ 
tion  lock  on  the  entrance.  Critical  backup  files  are  stored  in  locked 
fireproof  data  safes. 

Retention  and  disposal:  Retained  for  as  long  as  files  are  retained. 
When  the  record  repository  disposes  of  the  file,  they  are  responsible 
to  delete  all  index  tracings  pertaining  thereto,  in  accordance  with 
established  procedures.  Processing  of  a  deletion  transaction  flags  the 
computer  record  which  precludes  it  being  given  out  thereafter.  Such 
flagged  records  are  eliminated  from  the  system  during  periodic  file 
restructuring  procedures. 

Open  Case  Tracings.  Retained  for  as  long  as  the  investigation  is 
open.  When  the  investigation  is  completed,  the  contributor  replaces 
the  open  case  tracing  with  a  file  tracing  as  described  above. 

NAC  History  Tracings.  Retained  for  a  period  of  four  (4)  years 
from  the  date  of  completion  and  then  automatically  deleted  unless 
specific  action  is  sooner  taken  to  delete  the  record.  Should  a  sub¬ 
sequent  favorable  NAC  be  completed,  the  entering  of  a  new  history 
record  will  delete  the  first  history  record. 

NAC  Pending  Tracings.  Retained  until  completion  of  the  NAC  at 
which  time  they  are  replaced  by  a  NAC  History  or  file  tracing,  un¬ 
less  sooner  deleted  by  the  originator. 

System  managers)  and  address:  Director,  Defense  Investigative 
Service,  Washington,  D.  C.  20314 

Notification  procedure:  Identity  of  Official:  Assistant  for  Informa¬ 
tion,  Defense  Investigative  Service  (D0020),  Washington,  D.  C. 
20314. 

Information  Required:  Full  name  and  all  maiden  and  alias  names 
under  which  files  may  be  maintained  and  personal  identifiers  listed 
under  RETRIEVABILITY.  Note,  Social  Security  Account  Numbers 
may  be  necessary  for  positive  identification  of  certain  recors. 

Office  Which  May  be  Visited:  DIS  Information  Office,  Room 
2H043,  1000  Independence  Avenue,  Washington,  D.  C.  20314. 

Proof  of  Idenity:  Check  of  personal  documents. 

Record  access  procedures:  Access  may  be  obtained  through  the  In¬ 
formation  Office  at  the  address  previously  listed. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records,  contesting  contents  and  appealing  initial  determinations  by 
the  subject  individual  may  be  obtained  from  the  Assistant  for  Infor¬ 
mation,  at  the  above  address. 

Record  source  categories:  DOD  investigative  organizations  listed 
under  the  LOCATION  caption,  excluding  DISCO,  and  additionally: 

Defense  Supply  Agency,  ATTN:  DSAH-T  Cameron  Station,  Alex¬ 
andria,  Virginia  22310 

Director  of  Security,  National  Security  Agency,  ATTN:  M-552 
Fort  Meade,  Maryland  20755 

Assistant  Chief  of  Staff  of  Intelligence,  Department  of  the  Army, 
ATTN:  Counterintelligence  Division,  Washington,  D.  C.  2031$ 
(ACSI) 

Systems  exempted  from  certain  provisions  of  the  act:  In  accordance 
with  Subsection  3(jX2)  of  the  Act,  certain  references  from  criminal 
law  enforcement  components  contained  in  this  system  of  index 
records  may  be  exempted  from  the  provisions  of  subsections  (cX3), 
(cX4),  (d)  and  (eX8).  this  exemption  will  allow  the  contributing  com¬ 
ponents  to  conduct  effective  investigations  into  alleged  unlawful  ac¬ 
tivity  or  crime  conductive  situations  and  use  the  DCII  without 
jeopardizing  such  investigations.  Knowledge  of  investigations  by 
criminal  law  enforcement  components  would  enable  suspects  and 
subjects  to  take  actions  to  prevent  detection  of  criminal  activities, 
conceal  evidence  or  to  escape  prosecution.  It  could  also  lead  to  in¬ 
timidation  of  or  harm  to  informants,  witnesses,  sources  and  their 
families,  information  from  this  system  will  be  withheld  only  to  the 
extent  that  its  release  would  interfere  with  such  investigations. 

V5-03 

System  name:  V5-03  National  Agency  Check  (NAC)  Case  Control 
System  (NCCS) 

System  location:  Defense  Investigative  Service  (DIS),  D0930,  Fort 
Hoiabird,  Baltimore,  Maryland  21203 

Categories  of  individuals  covered  by  the  system:  Any  person  the 
'  subject  of  an  active  or  recently  completed  National  Agency  Check 
conducted  by  DIS. 


Categories  of  records  in  the  system:  NCCS  MASTER  FILE 
Composed  of  records  of  NAC’s  which  are  being  conducted  for 
DOD  activities.  Records  contain  the  name  and  other  personal  identi¬ 
fying  information,  the  type  of  NAC,  requester  category,  and  case 
number. 

NCCS  HISTORY  FILE 

Consists  of  records  of  completed  NAC’s.  Records  contain  the 
name  and  other  personal  identifying  information,  the  type  of  NAC, 
requester  category,  case  number  and  date  closed. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  Departmen¬ 
tal  Regulation 

44  U.S.C.  3101,  Records  Management 

DODDir  5210.8,  IS  February  1962,  Policy  on  Investigation  and 
Clearance  of  DOD  Personnel  for  Access  to  Classified  Defense  Infor¬ 
mation. 

DOD  Directive  5105.42,  18  April  1972,  Charter  for  the  Defense  In¬ 
vestigative  Service  (DIS). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  PURPOSES  FOR  WHICH 
COLLECTED 

The  NCCS  Master  File  records  are  retained  to  aid  in  case  manage¬ 
ment  and  for  the  production  of  statistical  reports. 

The  NCCS  History  File  is  used  to  obtain  case  management  data 
and  statistical  reports. 

CATEGORIES  OF  USERS 

DIS  Case  Control  Centers  and  the  Defense  Industrial  Security 
Clearance  Office 
SPECIFIC  USES 

To  determine  the  existence,  location  and  status  of  the  case  file. 
Control  of  workload  and  prepare  statistical  reports. 

AUTOMATED  INTERFACES 

The  Defense  Central  Index  of  Investigations  (DCII)  System  is 
described  separately  in  this  notice. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  NCCS  Master  File  is  maintained  on  magnetic  tape. 
Retrievability:  Records  may  be  accessed  through  name  or  case  con¬ 
trol  number.  Queries  may  enter  the  system  in  either  card  or  tape 
form  or  indirectly  through  the  DCII. 

Safeguards:  As  described  in  the  DCII  system  description,  this 
notice. 

Retention  and  disposal:  Monthly  history  tapes  are  retained  for  two 
years. 

System  manager! s)  and  address:  Director,  Defense  Investigative 
Service,  Washington,  DC  20314 
Notification  procedure:  IDENTIFY  OF  OFFICIAL 
Assistant  for  Information,  Defense  Investigative  Service,  Washing¬ 
ton,  DC  20314 

INFORMATION  REQUIRED 

Full  name  and  all  maiden  or  alias  names  under  which  files  may  be 
maintained. 

Personal  Identifiers  which  include  date  and  place  of  birth,  social 
security  number,  and  last  four  digits  of  military  service  number. 
OFFICES  WHICH  MAY  BE  VISITED 

Assistant  for  Information,  DIS,  Room  2H043,  1000  Independence 
Avenue,  Washington,  DC  20314 
PROOF  OF  IDENTITY 
Routine  check  of  personal  documents. 

Record  access  procedures:  Information  Office  at  above  address. 
Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Assistant 
for  Information. 

Record  source  categories:  DIS  Case  Control  Centers. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
V5-04 

System  name:  V5-04  Defense  Case  Control  System  (DCCS) 

System  location:  Defense  Investigative  Service  (DIS),  D0930,  Fort 
Hoiabird,  Baltimore,  Maryland  21203 
Categories  of  individuals  covered  by  the  system:  Any  person  or  ac¬ 
tivity  the  subject  of  an  ongoing  or  recently  completed  Defense  In¬ 
vestigative  Service  (DIS)  investigation. 

Categories  of  records  in  the  system:  The  DCCS  Master  file  is  com¬ 
posed  of  records  of  investigations  which  are  being  or  have  been  con¬ 
ducted  for  DOD  activities.  Records  contain  the  name  and  other  per¬ 
sonal  identifying  information  on  individuals  who  are  investigated. 
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The  DCCS  History  File  consists  of  records  of  investigations  that 
have  been  closed.  Records  contain  the  name  and  other  personal 
identifying  information  on  individuals  who  have  been  investigated. 

The  DCCS  Investigative  Assignment  File  (1AF)  consists  of  records 
of  leads  assigned  to  DIS  field  elements  for  those  investigations  in 
progress  as  reflected  in  the  DCCS  Master  file.  Records  contain  the 
name,  social  security  number,  case  control  number,  the  investigative 
leads  assigned  and  their  status. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  Departmen¬ 
tal  Regulations 

44  U.S.C.  3101,  Records  Management 

DOD  Directive  No.  5105.42,  April  18,  1972,  Charter  for  the 
Defense  Investigative  Service  (DIS). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  PURPOSES 

The  DCCS  Master  File  contains  open  cases  and  cases  closed  dur¬ 
ing  the  prior  15  days  to  aid  in  case  management  and  for  the  produc¬ 
tion  of  statistical  reports. 

The  DCCS  History  File  contains  a  record  of  all  closed  cases  to  ob¬ 
tain  case  management  data  and  statistical  reports. 

The  DCCS  assignment  files  are  used  by  DIS  field  elements  Co  con¬ 
trol  local  aspects  of  the  investigation. 

CATEGORIES  OF  USERS 

DIS  case  control  .centers  and  field  elements. 

The  Defense  Industrial  Security  Clearance  Office 

SPECIFIC  USES 

To  determine  the  existence,  location  and  status  of  the  cases. 

To  control  workload  and  prepare  statistical  reports. 

To  inform  federal  agencies  or  requesters  of  investigations  regard¬ 
ing  the  status  of  on-going  cases. 

AUTOMATED  INTERFACES 

The  Automated  Message  Processing  System  (AMPS)  is  interfaced 
to  collect  lead  data  to  update  the  DCCS  to  reflect  the  completion 
(closing)  of  lead  assignments. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  DCCS  Master  File  in  Direct  Access  Storage  Devices 
(DASD).  A  copy  of  the  Master  is  also  contained  on  magnetic  tape  for 
continuity  of  operations  to  permit  processing  at  alternate  locations  in 
the  event  of  computer  failure. 

The  DCCS  History  File  is  contained  in  magnetic  tape. 

DCCS  Investigative  Assignment  Files  are  retained  in  paper  form. 

Retrievability:  Master  and  History  File  Records  are  accessed 
primarily  through  the  case  control  number.  Records  can  also  be  ac¬ 
cessed  through  Military  Service  Number  or  Social  Security  Number. 
Queries  may  enter  the  system  in  card  form  and  from  magnetic  tape 
or  indirectly  through  the  DCII. 

Lead  assignment  (IAF)  data  is  retrievable  by  name  of  individual  or 
case  Control  number. 

Safeguards:  For  the  Master  and  History  Files  as  described  in  the 
DCII  system  description,  this  notice. 

IAF  documents. 

Retention  and  disposal:  Monthly  history  tapes  are  retained  for  two 
years.  IAF  records  are  retained  one  year  after  completion  of  field 
leads. 

System  managers)  and  address:  Director,  Defense  Investigative 
Service,  Washington,  DC  20314 

Notification  procedure:  IDENTIFY  OF  OFFICIAL: 

Assistant  for  Information,  Defense  Investigative  Service  (D0020), 
Washington,  DC  20314 

INFORMATION  REQUIRED: 

Full  name  and  all  maiden  or  alias  names  under  which  files  may  be 
maintained. 

Personal  Identifiers  which  include  date  and  place  of  birgh,  social 
security  number,  and  last  four  digits  of  military  service  number. 

OFFICES  WHICH  MAY  BE  VISITED 

Assistant  for  Information,  DIS,  1000  Independence  Avenue, 
Washington,  DC  20314 

PROOF  OF  IDENTITY: 

Routine  check  of  personal  documents. 

Record  access  procedures:  Information  Office,  at  above  address. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  Assistant 
for  Information. 

Record  source  categories:  DIS  Case  Control  Centers 


Systems  exempted  from  certain  provisions  of  the  act:  In  accordance 
with  Subsection  3(jX2)  of  the  Act,  certain  references  contained  in 
this  system  of  case  control  records  may  be  exempted  from  the  provi¬ 
sions  of  subsections  (cX3),  (cX4),  (d)  and  (eX8).  This  exemption  will 
allow  the  DIS  Special  Cases  Division,  a  criminal  law  enforcement 
component,  to  conduct  effective  investigations  into  alleged  unlawful 
activity  or  crime  conductive  situations  and  use  the  DCCS  without 
jeapordizing  such  investigations.  Knowledge  of  the  investigations  of 
the  Special  Cases  Divisions  could  enable  subjects  to  take  actions  to 
prevent  detection  of  criminal  activitites,  conceal  evidence,  or  to 
escape  prosecution.  It  could  also  lead  to  intimidation  of  or  harm  to 
sources,  informants,  witnesses  and  their  families.  Information  from 
this  system  will  be  withheld  only  to  the  extent  that  its  release  would 
interfere  with  such  investigations. 

V6-01 

System  name:  V6-01  Personnel  Security  Files 

System  location:  Primary  System  -  Security  Division,  (D0146), 
Room  3F087,  Defense  Investigative  Service,  Forrestal  Building, 
Washington,  DC 

Decentralized  System  -  Partial  records  are  maintained  at  working 
locations  as  a  part  of  the  Optional  Personnel  Management  Record 
System  described  separately  in  this  notice. 

Categories  of  individuals  covered  bj^  the  system:  Every  DIS  em¬ 
ployee,  civilian  and  military,  without  exception. 

Categories  of  records  in  the  system:  Individual’s  Certificate  of 
Security  Clearance,  Security  Briefing  Statement,  Certificates  of 
Clearance  from  other  Services,  Defense  Central  Investigations  Index 
(DCII)  check  results,  summaries  of  adverse  information,  debriefing 
statements,  and  similar  related  documents  varying  in  certain  cases. 
Sufficient  individual  identifying  data  to  confirm  identities  is  also  con¬ 
tained  in  this  system. 

Authority  for  maintenance  of  the  system:  requesting  agency,  to  the 
extent  that  the  information  is  relevant  and  5  U.S.C.  301 
(Departmental  Regulations)  and  DoD  Directive  5210.7,  Department  of 
Defense  Civilian  Applicant  and  Employee  Security  Program  and  DoD 
Directive  5210.8,  Policy  on  Investigations  and  Clearances  of  DoD 
Personnel  for  Access  to  Classified  Defense  Information. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Uses 

Files  are  to  provide  a  basis  for  granting  security  clearances. 

Files  are  also  used  to  provide  information  of  security  clearances 
for  individuals  attending  official  activities  of  other  offices  on  clas¬ 
sified  matters. 

They  also  are  used  to  provide  security  clearances  information  to 
other  governmental  offices  where  change  of  employment  is  being 
considered. 

In  the  event  that  records  maintained  in  this  system  indicate  a  viola¬ 
tion  or  potential  violation  of  law,  whether  civil,  criminal  or  regulato¬ 
ry  in  nature,  and  whether  arising  by  general  statute  or  particular  pro¬ 
gram  statute,  or  by  regulation,  rule  or  order  issued  pursuant  thereto, 
the  relevant  records  in  the  system  of  records  may  be  referred,  as  a 
routine  use,  to  the  appropriate  agency,  charged  with  the  responsibili¬ 
ty  of  investigating  or  prosecuting  such  violation  or  charged  with  en¬ 
forcing  or  implementing  the  statute,  or  rule,  regulation  or  order  is¬ 
sued  pursuant  thereto. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
'routine  use’  to  a  federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  pertinent 
information,  such  as  employment  records,  if  necessary  to  obtain  in¬ 
formation  relevant  to  an  agency  decision  concerning  the  hiring  or  re¬ 
tention  of  an  employee,  the  issuance  of  a  security  clearance,  or  other 
benefit. 

Users 

Director  of  Personnel  and  his  office. 

DIS  Security  officer  and  his  office. 

All  Supervisors,  Commanders,  and  Office  Chiefs,  but  only  for  con¬ 
firming  clearance  level  information. 

Security  officials  of  other  DoD  elements  or  governmental  agencies 
when  required  for  clearance  verification  or  pre-employement  con¬ 
sideration.  consideration. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem:  Individual  files  are  established 
when  an  application  for  employment  or  assignment  to  the  DIS  is  first 
received.  As  an  investigation  is  completed  and  adjudicated,  a 
clearance  certificate  is  filed.  If  the  file  is  unfavorable  and  the  in¬ 
dividual  is  not  accepted,  the  file  is  placed  in  the  'dead'  file  section 
and  retained  for  one  year. 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name. 
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Safeguards:  For  the  primary  system  building  employs  security 
guards  (Federal  Protective  Service).  Records  are  maintained  in 
locked  containers  in  areas  accessible  only  to  authorized  personnel 
that  who  have  a  need  to  kno\ 

Retention  and  disposal:  Records  are  maintained  for  the  period  of 
time  an  individual  is  assigned  to  the  DIS  and  for  one  year  afterwards. 
Disposal  is  as  classified  waste. 

System  managers)  and  address:  Chief,  Security  Division  (D0146), 
Defense  Investigative  Service,  Washington,  DC  20314 
Notification  procedure:  Information  regarding  the  primary  system 
may  be  obtained  from:  Security  Officer  (D0146),  Room  3E087,  For- 
restal  Building,  Washington,  DC  20314 
Record  access  procedures:  Access  to  the  decentralized  records  may. 
be  obtained  at  any  time.  Requests  for  access  to  the  primary  system 
from  individuals  should  be  addressed  to:  The  Assistant  for  Informa¬ 
tion,  Defense  Investigative  Service,  ATTN:  D0020,  1000  Indepen¬ 
dence  Avenue,  Washington,  DC  20314 
Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number.  Visits  are 
limited  to  the  Office  of  Information,  Defense  Investigative  Service, 
Room  2H043,  Washington,  DC  20314 
For  personal  visits,  a  check  of  peronal  documents  will  be  con¬ 
ducted. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
tbe  Information  Office  at  the  above  address. 

Record  source  categories:  Application  and  related  forms  from  the 
individual,  summaries  of  information  from  background  investigations 
of  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
V6-02 

System  name:  V6-02  Special  Compartmented  Intelligence  (SCI)  Ac¬ 
cess  file. 

System  location:  Security  Division,  Room  3F087,  Defense  In¬ 
vestigative  Service,  Forrestal  Building,  Washington,  DC  20314 
Categories  of  individuals  covered  by  the  system:  DIS  personnel  who 
have  been  granted  Special  Access  to  SCI  information. 

Categories  of  records  in  the  system:  A  roster  is  maintained  of  per¬ 
sonnel  holding  access  clearances  and  a  certificate  of  clearance  for 
each  such  individual. 

Authority  for  maintenance  of  the  system:  D1AM  50-1  (C). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  USES 
The  SCI  Access  File  is  used  to  determine  who  in  DIS  has  an  SCI 
clearance. 

Data  is  used  also  to  monitor  the  program  within  DIS. 

USERS 

DIS  Security  Officer,  and  his  office. 

Chief,  DIS  Special  Investigations  Center,  to  determine  SCI 
clearance  for  assignment  of  investigative  duties  entailing  access. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  tbe  sytem:  All  data  is  maintained  in  one 
file  folder.  The  roster  is  provided  by  DLA.  Copies  of  clearance  cer¬ 
tificates  are  maintained  for  each  individual  having  the  special  access. 
When  a  person  is  taken  off  this  access  and  has  been  debriefed,  this 
is  noted  in  the  file. 

Storage:  Paper  records  in  file  folder. 

Retrievability:  Roster  is  in  alphabetical  order;  clearances  are  filed 
in  chronological  order. 

Safeguards:  Files  are  maintained  in  an  authorized  security  con¬ 
tainer  within  a  locked  room.  The  Federal  Protective  Service  controls 
entrance  to  the  building. 

Retention  and  disposal:  Records  are  maintained  for  the  period  that 
the  individual  is  granted  the  special  access  and  then  for  one  year 
thereafter. 

System  managers)  and  add. ess:  Chief,  Security  Division  (DO  146), 
Defence  Investigation  Service,  Washington,  DC  20314 
Notification  procedure:  Information  may  be  obtained  from: 
SYSMANAGER,  Chief,  Security  Division,  Room  3F087,  Forrestal 
Building,  Washington,  DC  20314,  Telephone:  Area  Code  202/693-0720 
Record  access  procedures:  Requests  from  individuals  should  be  ad¬ 
dressed  to:  Assistant  for  Information,  Defense  Investigative  Service, 
ATTN:  D0020,  Room  2H043,  Forrestal  Building,  Washington,  DC 
20314. 


Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number.  Visits  are 
limited  to  Office  of  Information,  Defense  Investigative  Service, 
Room  2H043,  Forrestal  Building,  Washington,  DC  20314 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  Assistant  for  Information,  (D0020),  Defense  Investigative  Ser¬ 
vice,  Washington,  DC  20314. 

Record  source  categories:  Personnel  Security  File  on  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  com¬ 
ponent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order  is¬ 
sued  pursuant  thereto,  the  relevant  records  in  the  system  of  records 
may  be  referred,  as  a  routine  use,  to  the  appropriate  agency,  whether 
federal,  state,  local  or  foreign,  charged  with  the  responsibility  of  in¬ 
vestigating  or  prosecuting  such  violation  or  charged  with  enforcing  or 
implementing  the  statute,  rule,  regulation  or  order  issued  pursuant 
thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN  REQUESTING  INFOR¬ 
MATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  information 
or  other  pertinent  information,  such  as  current  licenses,  if  necessary 
to  obtain  information  relevant  to  a  component  decision  concerning 
the  hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  gran¬ 
tor  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED  INFORMA¬ 
TION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee,  the  letting  of  acontract,  or  the  issuance  of  a  license,  grant,  or 
other  benefit  by  the  requesting  agency,  to  the  extent  that  the  infor¬ 
mation  is  relevant  and  necessary  to  the  requesting  agency’s  decision 
on  the  matter. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF  DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  Depart¬ 
ment  of  Defense  if  necessary  and  relevant  for  the  performance  of  a 
lawful  function  such  as,  but  not  limited  to,  personnel  actions,  person¬ 
nel  security  actions  and  criminal  investigations  of  the  Component 
requesting  the  record. 

WUSU0I 

System  name:  USUHS  Personnel  Files 

System  location:  A  central  personnel  record  file  will  be  maintained 
at  the  USUHS  administrative  office,  6917  Arlington  Road,  Bethesda, 
Maryland  20014.  A  supplemental  file  consisting  of  summary  data  on 
each  employee  will  be  stored  in  the  computer  at  Bolling  AFB, 
Washington,  D.C. 

Categories  of  individuals  covered  by  the  system:  Records  will  be 
maintained  on  all  personnel  assigned  to  USUHS  -  full-time  and  part- 
time. 

Categories  of  records  in  the  system:  The  type  of  information  which 
will  be  maintained  on  employees  is  as  follows:  Identity  and  demo¬ 
graphic  information  (e.g.,  SSAN,  name,  sex,  address,  birth  date, 
minority  status,  etc.).  Academic  and  experience  background  data 
consisting  of:  (1)  Schools  attended;  (2)  Degrees  earned;  (3)  Work  ex¬ 
perience,  awards,  etc.;  (4)  Letters  of  reference,  performance  evalua¬ 
tions,  etc. 

Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code,  Section  136. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  System  will  be  used 
for  documenting  the  work  experience  of  USUHS  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Material  stored  in  file  folders 

Retrievability:  The  system  will  be  indexed  by  name  and  SSAN. 
Records  will  be  available  to:  The  individual  concerned.  Employees  of 
USUHS  on  a  need  to  know  basis.  Other  agencies  of  the  Government 
to  satisfy  requests  for  routine  reports. 

Safeguards:  The  file  will  be  maintained  in  securable  file  cabinets 
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Retention  and  disposal:  Indefinite  files  that  are  retained  while  the 
individual  is  employed  and  then  retired. 

System  manager(s)  and  address:  The  personnel  officer  of  the 
University  will  be  the  custodian  of  this  file  (business  address:  6017 
Arlington  Road,  Bethesda,  Maryland  20014). 

Notification  procedure:  Inquiries  regarding  the  personnel  files 
should  be  directed  to  the  SYSMANAGER. 

Record  access  procedures:  Information  on  the  procedures  for  gain¬ 
ing  access  to  and  contesting  records  will  be  furnished  each  employee 
by  the  Personnel  Office  upon  entry  into  duty  with  USUHS. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  may  be  obtained  from  the  USUHS  Administrative  Office,  6917 
Arlington  Road,  Bethesda,  Maryland  20014. 

Record  source  categories:  Information  contained  in  the  file  is 
furnished  by  the  employee,  supervisors  and  references  supplied  by 
the  employee. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
WUSU02 

System  name:  USUHS  Payroll  System 

System  location:  Central  files  are  maintained  at  Bolling  Air  Force 
Base  Accounting  and  Finance  Office,  Civilian  Pay  Branch.  Satellite 
file  maintained  at  USUHS  Administrative  Offices  at  6917  Arlington 
Road,  Bethesda,  Maryland  20014 

Categories  of  individuals  covered  by  the  system:  All  civilian  person¬ 
nel  paid  by  the  USUHS. 

Categories  of  records  in  the  system:  Information  contained  in  the 
system  includes:  Name,  SSAN,  Pay  Grade,  Number  of  Withholding 
exemptions.  Gross  and  Net  Pay,  Other  Pay  Information. 

Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code,  Section  136 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  system  will  produce 
data  for  budget  purposes  and  as  backup  information  for  audits. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  information  will  be  stored  as  computer  print-out. 

Retrievability:  The  system  will  be  indexed  by  name. 

Safeguards:  The  information  will  be  available  for  personnel  in  the 
Financial  Management  Division  of  the  USUHS  or  other  personnel 
who  have  a  demonstrated  need  to  know,  e.g.,  auditors.  Congress, 
etc.  The  material  will  be  stored  in  metal  file  containers. 

Retention  and  disposal:  The  records  will  be  maintained  three  years 
and  then  destroyed  by  burning. 

System  manager(s)  and  address:  The  responsible  official  in  the 
USUHS  for  the  Civilian  Pay  System  is  Mr.  Wallace  O.  Bassford, 
Director  of  Financial  Management,  6917  Arlington  Road,  Bethesda, 
Maryland  20014. 

Notification  procedure:  Any  inquiries  should  be  directed  to  the 
Financial  Management  Division  at  the  above  address. 

Record  access  procedures:  Information  may  be  accessed  in  person 
at  the  above  address.  Requests  for  change  to  the  information  must  be 
made  in  writing  at  the  above  address. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Computerized  pay  records  from  Bolling 
Air  Force  Base  Accounting  and  Finance  Office. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
WUSU03 

System  name:  USUHS  Student  Record  System  (to  be  implemented  in 
September  1976). 

System  location:  The  file  will  be  maintained  in  the  Registrar’s  Of¬ 
fice,  USUHS,  6917  Arlington  Road,  Bethesda,  Maryland  20014. 

Categories  of  individuals  covered  by  the  system:  Student  records  will 
be  maintained  on  all  students  who  matriculate  to  the  University. 

Categories  of  records  in  the  system:  Grade  reports  and  instructor 
evaluations  of  performance/achievement:  transcripts  summarizing  by 
course  title,  grade,  and  credit  hours;  records  of  disciplinary  action; 
records  of  awards,  honors,  or  distinctions  earned  by  students;  and 
data  carried  forward  from  the  Applicant  File  System. 

Authority  for  maintenance  of  the  system:  Public  Law  92-426,  Ch 
104,  Section  2114. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  System  will  be  used 
for  documenting  the  academic  achievement  of  students. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

>  Storage:  Paper  records  in  file  folders. 

Retrievability:  The  system  will  be  indexed  by  name  and  SSAN. 

Safeguards:  Records  will  be  maintained  in  securable  file  cabinets. 

Retention  and  disposal:  Records  will  be  maintained  permanently. 

System  managers)  and  address:  The  Registrar  of  the  University, 
6917  Arlington  Road,  Bethesda,  Maryland  20014. 

Notification  procedure:  Information  may  be  obtained  from: 

USUHS 
Registrar  Office 
6917  Arlington  Road 
Bethesda,  Maryland  20014 

Record  access  procedures:  Requests  to  review  individual  student's 
records  may  be  made  by  telephone  or  visit  to  the  Registrar  Office, 
USUHS,  6917  Arlington  Road,  Bethesda,  Maryland  20014. 

Written  requests  should  include  name,  SSAN,  and  dates  attended. 

Contesting  record  procedures:  Information  on  the  procedures  for 
gaining  access  to  and  contesting  records  will  be  furnished  each  stu¬ 
dent  by  the  Registrar  at  time  of  matriculation. 

Record  source  categories:  Information  is  furnished  by  instructor 
personnel. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
WUSU04 

System  name:  USUHS  Applicant  Record  System  (to  be  implemented 
in  the  fall  of  x975). 

System  location:  A  central  applicant  record  file  will  be  maintained 
at  the  USUHS  Administrative  Offices,  6917  Arlington  Road, 
Bethesda,  Maryland  20014. 

A  supplemental  file  consisting  of  summary  data  oir  each  applicant, 
to  be  derived  from  data  collected  in  the  central  file,  will  be  stored  on 
magnetic  tape  and  maintained  at  one  of  the  local  DoD  computer  cen¬ 
ters  in  the  Washington,  D.C.  area.  (The  center  to  be  used  will  be 
determined  at  a  later  date.) 

Categories  of  individuals  covered  by  the  system:  Records  will  be 
maintained  on  all  individuals  applying  for  admission. 

Categories  of  records  in  the  system:  Identity  and  demographic  infor¬ 
mation  (e.g.,  SSAN,  name,  sex,  minority  status,  address,  birth  date, 
citizenship,  marital  status,  etc.);  Academic  and  aptitudinal 
background  data  consisting  of:  (1)  schools  attended,  (2)  Degrees 
earned,  (3)  GPA  for  college  and  graduate  work,  (4)  course  hours 
completed  in  college  and  graduate  school,  (S)  Medical  College  Ad- 
minission  Test  scores  and  percentiles;  information  regarding  work  ex¬ 
perience,  socioeconomic  background,  hobbies,  extracurricular  in¬ 
volvements  in  college,  community/  service  contributions,  honors  and 
awards  achieved,  and  professional  and/or  societal  contributions;  Let¬ 
ters  of  reference;  personal  statements  (autobiographical  in  nature); 
service  preference  statement;  interview  evaluations;  test  results  and 
personality  inventory  scores  on  instruments  used  to  assess  noncogni- 
tive  potential  and  aptitude;  official  college  transcripts  and  health 
data. 

Authority  for  maintenance  of  the  system:  Public  Law  92-426,  (Ch 
104,  Section  2114) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  system  will  be  used 
for  selecting  students  to  USUHS. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  magnetic  tape. 

Retrievability:  The  central  file  will  be  indexed  by  name.  The  com¬ 
puter  file  will  be  sequenced  by  SSAN,  with  data  retrievable  by  any 
single  or  combination  of  variables  stored,  e.g.,  sex,  minority  status, 
ranking  by  academic  performance,  ranking  by  test  achievement,  state 
of  residence,  college  attended,  etc. 

Safeguards:  All  material  will  be  maintained  in  securable  file 
cabinets;  the  satellite  file  on  magnetic  tape  (either  9  or  7  track  (CPI 
to  be  determined  at  a  later  date). 

Retention  and  disposal:  Records  of  applicants  who  matriculate  to 
the  school  will  be  converted  to  student  records  and  maintained  per¬ 
manently.  Records  of  applicants  not  selected  will  be  retained  for 
three  years  and  then  destroyed  by  burning. 
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System  manager(s)  and  address:  The  USUHS  officer  who  will  be 
responsible  for  the  Applicant  Record  System  is  the  Assistant  Dean 
for  Academic  Support  (business  address:  6917  Arlington  Road, 
Bethesda,  Maryland  20014). 

Notification  procedure:  Inquiries  regarding  the  system  should  be 
directed  to  the  Assistant  Dean  for  Academic  Support,  6917  Arlington 
Road,  Bethesda.  Maryland  20014. 

Record  access  procedures:  Request  for  access  for  an  individual’s 
file  should  be  made  by  either  writing  or  calling  the  Assistant  Dean 
for  Academic  Support. 

For  written  requests  the  information  should  contain  the  full  name 
of  the  individual,  current  address  and  telephone  number. 


(FR  Doc.75-21075  Filed  8-15-75;8:45  am] 


Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  may  be 
obtained  from  the  USUHS  Administration  Office,  6917  Arlington 
Road,  Bethesda,  Maryland  20014. 

Record  source  categories:  The  bulk  of  the  information  in  the  system 
will  be  furnished  by  the  applicants.  It  will  be  either  prepared  by  them 
personally,  or  submitted  by  other  individuals/agencies  in  their  behalf 
at  their  (the  applicants’)  specific  request.  The  remaining  elements  of 
the  systems,  the  data  not  furnished  by  the  applicants,  will  consist  of 
evaluative  records  prepared  and  developed  by  admissions  personnel 
based  on  interviews,  school  administered  tests,  and  analyses  of  appli¬ 
cant  records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
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